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INFORMATION
FOR

MCI STUDENTS

Welcome L. the Marine Corps Institute training program. Your interest in
sel f-improvement and increased professional competence is commendable.

Information is provided below to assist you in completing the course.
Please read this guidance before proceeding with your studies.

1. MATERIALS

Check your course materials. You should have all the materials listed in
the "Course Introduction." In addition you should have an envelope to mail
your review lesson back to MCI for grading unless your review lesson answer
sheet is of the self-mailing type. If your answer sheet iS the pre-printed
type, check to see that your name, rank, and social Security number are
correct. Check closely, your MCI records are kept on a computer and any
discrepancy in the above information may cause your subsequent activity to go
unrecorded. You may correct the information directly on the answer sheet., If
you did not receive all your materials, notify your training NCO. If you are
not attached to a Marine Corps unit, equest them through the Hotline (autovon
288-4175 or commercial 2u2-433-4175). .

2. LESSON SUBMISSION

The self-graded exercises contained in your course are not to be returned
to MCI. Only the completed review lesson answer Sheet should be mailed to
MCI. The answer sheet is to be completed and mailed only after you have
finished all of the study units in .he course booklet. The review lesson has
been designed to prepare you for the final examination.

It is important that you provide the required information at the bottom of
your review lesson answer sheet if it does not have your name and address
printed on it. In courses in which the work iz submitted on blank paper or
printed forms, identify each sheet in the following manner:

DOE, John J. Sgt 332-11-9999
08.4g, Forward Observation
Review Tesson

Military or office address
(RUC number, if availuble)

Submit your review lesson on the answer sheet and/or forms provided.
Complete all blocks and follow the directions on the answer sheet for
mailing. Otherwise, your answer sheet may be delayed or lost. If you have to
interrupt your studies for any reason and find that you cannot complete your
course in one year, you may request a single six month extension by contacting
your training NCO, at least one month prior to your course completion deadline
date. If you are not attached to a Marine Curps unit you may make this
request by letter. Your commanding officer is notified monthly of your status
through the monthly Unit Activity Report. In the event of difficulty, contact
your training NCO or MCI immediately.

15




3. MAIL-TIME DELAY

Presented below are the mail-time delays that you may experience between
the mailing of your review lesson and its return to you.

TURNAROUND MC1 PROCESSING TOTAL NUMBER
MAIL TIME TIME DAYS
EAST COAST 16 5 2]
WEST COAST 16 5 21
FPO NEW YORK 18 5 23
FPO SAN FRANCISCO 22 5 27

You may also experience & short delay in receiving your final examination
due to administrative screening required at MCI.

4. GRADING SYSTEM

LESSONS EXAMS
GRADE PERCENT MEANING GRADE PERCENT
A 94-100 EXCELLENT A 94-100
B8 86-93 ABOVE AVERAGE B 86-93
¢ 78-85 AVERAGE ¢ 78-85
D 70-77 BELOW AVERAGE )] 65-77
NL BELOW 70 FAILING F BELOW 65

You will receive a percentage grade for your review lesson and for the
final examination. A review lesson which receives a score below 70 is given a
grade of NL (no lesson). It must be resubmitted and PASSED before you will
receive an examination. The grade attained on the final exam 1s your course
grade, unless you fail your first exam. Those who fail their first exam will
be sent an alternate exam in which the highest grade possible is 65%. Failure
of the alternate will result in failure of the course.

5. FINAL EXAMINATION

ACTIVE DUTY PERSONNEL: When you pass your REVIEW LESSON, your examination
will be mailed automatically to your commanding officer. The administration
of MCI final examinations must be supervised by a commissioned or warrant

officer or a staff NCO.

OTHER PERSONNEL: Your examination may be administered and supervised by
your supervisor.

6. COMPLETION CERTIFICATE

The completion certificate will be mailed to your commandirg officer and
your official records will be updated aucomatically. For non Marines, your
completion certificate is mailed to your supervisor.




7. RESERVE RETIREMENT CREDITS

Reserve retirement credits are awarded to inactive duty personnel only.
Credits awarded for each course are listed in the "Course Introduction."
Credits are only awarded upon successful completion of the course. Reserve
retirement credits are not awarded for MCI study performed during drill
periods if credits are also awarded for drill attendance.

8. DISENROLLMENT

Only your commanding officer can request your disenrolliment from an WCI
course. However, an automatic disenroliment occurs if the course 1S not
completed (including the final exam) by the time you reach the CCD (course
completion deadline) or the ACCD (adjusted course completion deadline) date.
This action will adversely affect the unit's completion rate.

9. ASSISTANCE

Consult your training NCO if you have questions concerning course
content. Should he/she be unable to assist you, MCI is ready to help you
whenever you need it, Please use the Student Course Content Assistance
Request Form (ISD-1) attached to the end of your course booklet or call one of
the AUTOVON telephone numbers listed below for the appropriate course writer
section.

PERSONNEL/ADMINISTRATION 288-3259
COMMUNICATIONS/ELECTRONICS/AVIATION

NBC/INTELLIGENCE 288-3604
INFANTRY 288-3611
ENGINEER/MOTOR TRANSPORT 288-2275
SUPPLY/FOOD SERVICES/FISCAL 288-2285

TANKS/ARTILLERY/INFANTRY WEAPONS REPAIR
LOGISTICS/EMBARKATION/MAINTENANCE MANAGEMENT/
ASSAULT AMPHIBIAN VEHICLES 288-2290

For administrative problems use the UAR or call the MCI HOTLINE: 288-4175.

For commercial phone lines, use area code 202 and prefix 433 instead of
288.




PERSONAL FINANCE
Course Introduction

PERSONAL FINANCE i» designed to provide all Marines with the ability to sueccessfully manage their
tinanecial affairs with a minimum of difticulty.

ADMINISTRATIVE INFORMATION

ORDER OF S8TUDIES
Study Unit Study
Number Hours Subject Matter
1 3 Budget Formulation and Financiel
Planning
2 4 Financlal Organizations, Cheeking
Accounts, Savings Accounts, and
Direct Deposit
3 3 Credit, Loans, and Large Purchases
4 4 The Leave and Earnings Statement
(LES)
2 REVIEW LESSON
2 FINAL EXAMINATION
18
RESERVE RETIREMENT
CREDITS 8
EXAMINATION: Supervised final examination without test or notes; time limit, 2
hours,
MATERIALS: MCI] 34.20b, Personal Finance
Review lesson and answer sheet
RETURN OF MATERIALS: Students who successfully complete this eourse are permitted to keep

the course materials.

Students disenrolled for Inactivity or at the request of their
commeanding officer will return all course materials.

---------------------------------------------------------------------

HOW TO TAKE THIS COURSE

This course contains four study units. Each study unit begins with & general objective which is a
statement of what you should learn from that study unit. The study units are divided into numbered work
units, each presenting one or more specific objectives. Read the objective(s) and then the work unit text. At
the end of the work unit text are study questions which you should be able to answer without referring to the
text of the work unit, After answering the questions, echeck your answers against the correct ones listed at the
end of the study unit. If you miss any of the questions, you should restudy the text of the work uni* until you
understand the correct response. When you have mastered one study unit, move on to the next. After you
have completed all study units, complete the review lesson and take it to your training officer or NCO for
{nalling to MCL MCI will mafl the final examination to your training officer or NCO when you pass the review
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MARINE CORPS INSTITUTE

Welcome to the Marine Corps
Institute correspondence training pro-
gram, By enrolling in this course, you
have shownh a desire to improve the
skills you need for effective job perfor-
mance, and MC! has provided materials
10 help vou achteve your goal. Now all
you necd {8 to develop yvonr ouwn method
for nsing theése materials 0 best advan-
age,

I'he tollowing guidelines present
a four-part approach to completing vour
A conrae succeastully:

t. Make a. "recoimaissance'’ of
your malerials;

2. Plan your study 1ime and chioose
a good study e ironment:

3. Studyhoreughly and system-
atically:

4. Prepare lot the final cxam,

I. VIARE A "RECONNAISSANCE™ O
YOUR MATERIVLS

Begin with a leak a1 the course
intraduction pipe,  Read the COUNRSE
INTRODUCTION tn get the 'big piciore’”
of the course. Then read 1the MATERIALS
section near the bottom of the page 10
find out which 1westis) and siudy atds vou
should have received with the course,

IF any of the listed materials are miss-
ing, sce Information foe MCJ Students
10 find out how lo get them, I vou hase
evecvthing thar is Hated, vou are ready
to "reconmwiter’” vanr VT course,

Read through the 1able(s) of vons
tents of vour aestigl, Note the farions
gubjects covered io the course anet rhe
aedec to vhich thoy are taugehy,  Joeal
ttrough the tests) anged look @t the lus-

MO-CO <0C-H®

i0

trations. Read a few work unit ques-
tions tn get an idea of the types that are
asked. If MCI provides other siudy
aida, such as a slide rule ov a ploiting
board, familiarize yourself with them,
Now, get douwn {0 specifics!

1. PLAN YOUR STUDY TIME AND
CHOORE A GOOD STUDY ENVIRON-
MEXNT

IFrom lookitng uver the course
materialg, vou should have some idea
of how much siudy vou willt need to com-
plete this course, RBut 'suine idea" is
not enough.  You neerd 1o work up a
peraonal swudy plais: the following steps

ghonld give you some help,

@ (ie1 a calendar and mark those
dayn of the week when you have dme
froe (o $tndy,  Two study priiods per
week, cach lasting 1 to 3 hours, are
suggestwd torr completing the minimum
two smdy unfts required cach monmb by
MO OFf conege, work and arher

schedules are not he gsame for evervone,
The important thing is that yon schedule
a remlar me for smdy on the same

davs of cach week,
A

@ Read the conrse imroduetion
puge ugaine  The section marked ORDER
OF STUDIES 1ells yon the number of
stinh pnits in the course and the appros -
iniate purnluer of swady haurs vou will
necil to vomplete each sindy i Plag
these siwdy hours im- vonr scheduly,

For example, it vou set aside 1wo 2-houre
gtudy periads each week and the ORDER
OF STUDOIES egtimnates 2 stady hours for
soue first sindy unin, vo could easily

st e sunl complete the Firs) study
nit i one sdy period. On vour calens
dar vou would marh 'Study Unit 1" on the

BEST COPY AVAILABLE




appropriate day. Suppose that the
second study unit of your course re-
quires 3 study hours, In that case, you
would divide the study unit in half and
work on each half during e separaie
study period. You would mark your
calendar accordingly, Indicate on your
calendar exactly when You plan to work
on each study unit for the entire course.
Do not forget to sehedule otte or 1wo
study periods to prepare for the final
esam,

© Stick to your sched: e,

Besides Planning your study
time, yon should also choose a study
environment that is right for you, Most
people need a quiet place for study, like
a Hbrary or a reading lonnge: other
people study beuer where there {8 hack-
ground music: 8till others prefler to study
out-of-daars. You mnst rhooge vont
study environment carefully so 1hat.it
tits vour indlvidual necds.

i, STUDY THOROUGHL.Y AND
SYSTEMATICALLY

M med with 8 workable schedule
and shnated in & good siudy envicomnent
yon are now teadv lo atiack your course
study unit by study unit, To begin, turn
to the first page of study unit I, On this
page you will find the study unit objective,
a statemcnt of what you should be able to
do after completing the study unit,

DO NOT begin by reading the
worhk unit Questions and Nipping through
the tex: for answers. If you do so,
rou will prepare ta fail, no pass, 1he
final esam, Iustead, proceed as fol -
lows:

@ Read the objeciive For the
firs: work unit and then read the work
unit text carefnlly, Make noies on
the {deas you leel are himpomant,

Without referring to the test,
answur the questions at the «¢md ol 1
vwork umt.

@ Check vour answ ers agalnst
the vorrect ones ligled at the end of
thee gtudy unit.

@ Il you miss any of the questions,
restudy the wotk gnit untll vou unde rstand
the carpect response,

Go_on to the nest work unit and re=-
peat gtrps through
pleted all the work nnits In the study unit,

until you have com-

Follow the same procedure for each
atudy unit of the course, If you have
problems with the text or work unit queations
that you cannot solve on your own, ask
your gsection OIC or NCOIC for help, If
he cannot aid you, pequest asgistance from
MCI on the Siudent Course Content Assis-
tance Regquest included with this course,

When you have finished all the study
units, complete the course review lesson,
Try to answer each question without ! .2 afd of
refarence materials, ilowever, if yJu do not
know an answer, look it up, ‘hen you have
finished the lesson, take it to your training
ufticer or NCO for mailing to MCi, MCl
will grade it and send you a feedback sheet
listing course references for any questions
that you miss.

IV, PR#PARE FOR THE FINAL EXAM
-

Pt

Ty

B

A

7 |
How o vou prepary for the final
raam? “olow these four steps:

Review each sfudv unlt objective
as & simmary ol what was taught in the
coul'se,

Neread alt portlons of the text
that vou foond particulariy difficuli.

Heview all the work unit questions,
paving special anetion to those you missed
the Tirst tinme atound,

@ Study the course review
lesson, paving particular attention
to the questions you missed,

1t vou follow tht s¢ slimple

steps, you should do well on the
final. GOOD IUCK!
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STUDY UNIT }
BUDGET FORMULATION AND FINANCIAL PLANNING

STUDY UNIT OBJECTIVE: UPON SUCCESSFUL COMPLETION OF THIS STUDY
UNIT, YOU WILL BE ABLE TO IDENTIFY THE THREE BASIC ELEMENTS OF A
BUDGET, WHAT MUST BE CONSIDERED AND ACCOMPLISHED IN BUDGET
PREPARATION, AND HOW TO COMPUTE A BUDGET. YOU WILL BE ABLE TO
LIST TWO STEPS TO BE TAKEN PRIOR TO REQUESTING AN ADVANCE PAY
FOR A PCS8 MOVE AND TO IDENTIFY HOW MUCH ADVANCE PAY TO
REQUEST. YOU WILL ALSO BE ABLE TO IDENTIFY THE RATIO OF MATCHING
FUNDS UNDER VEAP FOR EDUCATIONAL ASSISTANCE AND WHICH
EDUCATIONAL ASSISTANCE PROGRAM YOU ARE COVERED UNDER. YOU
WILL BE ABLE TO IDENTIFY INSURANCE REQUIREMENTS FOR SINGLE

MARINES AND WILL BECOME FAMILIAR WITH ADDITIONAL INSURANCE
PROGRAMS.

A budget can be defined as a plan or gchedule for allocating known income to meet the obligations of

known or estimated expenses, Briefly stated, a budget is a plan to spend, and If properly prepared and
maintained, can be referred to as a plan for sound financial management.

Section L. THE BUDGET
Work Unit i-1. ELEMENTS OF A BUDGET

IDENTIFY THE THREE BASIC ELEMENTS OF A BUDGET.

The three basic elements of a budget are net income (take-home pay,) fixed e and e
expenses. Sources of net income include your monthly Marine Corps take-home pay, of amounts
you on the mid-month and end-of-month paydays,) and other income (net pay from a part-time fob, net pay
earned by your scuuse, if employed, interest earned from savings accounts, ete.). Expenses are categorized as
either fixed or variable expenses. Fixed expenses ar¢ those which are the same or almost the same avery
month, and variable expenses are those which vary from month to month. Examples of iixed expenses are rent
or mortgage payments, car payments, installment payments on large purchases, utilities, and insurance
premiums. Examples of variable expenses are food, clothing, automobile expenses (gas and ofl), entertainment,
necessities, and unforseen expenses (emergencies, major home or auto repair, etc.). One other expense which
may De variable in nature and should definitely be considered as an expense is savings. You should allot a
portion of your monthly income towards savings. If this is not possible at present, perhaps a benefit of this
course will be the abllity to manage your finances 50 that you can implement & savings program in the future.

It is important to note that your net income will be used for budget preparation in this course as opposed
to your gross income (total pay before any deductions have been made). This is because your net income Is the
amount you actually have available to meet payment of your obligations. Also, you should not attempt to
prepare 4 ' -iget based on anticipated income, but only on an incom ? you are sure of. For instance, a gtandard
of living ba.<d on additional Income from a temporary part-time job would be difficult to lower when that
income no longer exists. For this reason, and due to the rapid changes in today's economy, your budget must
be reviewed and updated frequently, poasibly every 3 months, in order to be properly maintained and effective.

EXERCISE: Answer the following questions and check your responses against those listed at the end of
this study unit.
1. Briefly stated, a budget is a plan to
a. save. ¢, reduce debts.
b, spend. d. earn money.

2.  What are the three basic elements of a budget?

#e  Gross income, take-home pay, and known expenses
b. Gross income, fixed expenses, and variable expenses
¢, Gross expenses, fired income, and variable expenses
d. Net income, fixed expenses, and variable expenses
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3. [Expenses such as rent or mortgage payments, car payments, utilities, and insurance premiur-s are
examples of what type of expenses? _

4. In budget preparation, the amount of money you actually have available to meet payment of your
obiigations is known as your

Work Unit 1-2. BUDGET PREPARATION

IDENTIFY WHAT MUST BE ACCOMPLISHED OR CONSIDERED N BUDGET
PREPARAT'ON.

STATE WHAT THE KEY TO PROPER BUDGETING IS.

The first step in preparing a budget is to keep an accurate record of your income and expenses for a short
period of time, but for at least 2 consecutive months. Infomu may be recorded as it is received or grouped
into a total net monthly income. Bxpenses ghould be categorized &~ either fixed or variable, as shown in figure
1-1, and recorded on the basis in which they fall due. The categories tisied in figure 1-1 are provided only as
an example. Each individual must decide for himself what categories should be used in his personal budget.
Most fixed expenses fall due on a monthly basis, and most variable expenses fall due on a weekly or daily basis.
When keeping a record of your expenses, do not try to account for every dollar spant. A certain amount of
money will always be unaccounted for. Likewise, dc not record numerous miscellaneous expenses under a
"catch-all" category. It is amazing how quickly these expenses can add up into a sizeable amount. Expenses
which fall into a miscellaneous status should be clearly iden.ified and categorized under “other" expenses.
Otherwise, a true ploture of how money was spent on these e«penses will not be presented.
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Monthly  Total
or  spent for
RECORD OF EXPENSES 1st week 2d week 3dweek 4th week manth
FIXED EX PENSES
Rent or mortgage payment $ __400 $_ 400
Utilities:
Gas bill $ 4 $ M
Electrie bill $ 101 $ 101
Water bill $ 18 $ 18
Telephone bill $ 21 ¢ 21
Other (identify) $ - § -
Automobile payment $ 160 $ 160
Furniture of appliance
payment $ 32 ¢ 32
Insurance premiums $ 2 ¢ 3
Other (identify and
list separately) $ - $ -
VARIABLE EXPENSES
Food $ 75 48 43 39 ¢ 205
Automobile expenses $ 21 50 21 20 § 1ol
Clothing $ 4 12 21 16 §$ 98
Necessities (cosmeties,
laundry, barber, etc.) $ 28 12 37 23 § 100
Entertainment $ 16 8 11 13 § 48
Savings $ - 80 - v § 180
Other (identify and
list separately) $ - - - - $ -

Fig 1-1. Record of expenses.

You should Eive firther consideration regarding fixed and variable expenses, since those recorded for a
2-month period probably do not represent all of your expenses. Other expenses mey be due on a quarterly,
semiannual, or annual basis as opposed to monthly. Also, you may encounter emergency expenses, such as
home repairs, automabile repairs, emergency leave, ete. Therefore, the key to proper budgeting is to keep
complete and accurate records which teke all known and foreseeable expenses into eonsideration.

One final note concerning budget preparation is that allotment deductions should not be listed as an
expense in a budget format. If you do have allotments dedueted from your Marine Corps pay, you should show
them as footnotes to remind yourself that part of your monthly income is being spent as a means to help
support dependents, to pay insurance premiums or lcan installments, for savings or the purchase of savings
bonds, of for whatever purpose the allotment I8 intended.
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EXERCISE: Answer the following questions and check your response against those listed at the end of
this study unit.

1. In budget preparation, miscellaneous expenses should be placed in what category?
a. A "cateh all” eategory
b. The category they most eclosely resemble

¢. An "other" expenses category and clearly defined
d. As afootnote to remind you of what was spent

2. When {irst beginning budget preparation, a record of fixed and variable expenses should be kept

a. on a quarterly basis. ¢. on a weekly basis for one month.
b. on a semiannual basis, d. for atleast 2 consecutive months.
3. The key to proper budgeting is .

Work Unit 1-3.  BUDGET COMPUTATION
COMPUTE A BUDGET.

Varjous methods of approach exist with regard te budget computation. One of the most uvffective, and the
one which will be presented here, is to establish a certain percentage of your net income to by applied toward
each expense or obligation you have or will incur. One of the most difficult facets of this or any budget
computation is in determining what percent of your income should be applled to each expense category. There
are no set percentages. You must determine your own and adjust them es necessary. However, poreentages to
be applied towards tixed expenses should not change as much or as often as those epplied toward variable
expenses. Since you will always know how much your rent or mortgage pasyment, insurance payment, or
automobile or other large purchase payment will be, you can establish a set percentage by dividing the amount
of the fixed expense by your monthly net income.

For example, assume that your monthly net income is $1600, and your monthly rent payment is $400. You
can determine that 25 percent must be allotted for the fixed rent expense, computed as follows:

Divide the expense ($400) by the monthly net income ($1800)
0.26 = 25}‘“0’ or 25%
$1600/ $400.00
320 ¢
80 00

As another example, suppose you purchased furniture on a time payment plan and your monthly payment is
$32. The percentage of your monthly net income for this expense would be 2 pereent, computed as follows:

Divide the expense ($32) by the monthly net income ($1600)

02 = 2/100, or 2%
$1600$32,.00
32 00

By first establishing a certain percentage of your income to be applied toward fixed expenses, you can
determine how much of your monthly net income will be left to epply towards varieble expenses. For instance,
if you have determined that 80 percent of your monthly net income must he applied toward fixed expenses,
then the remainder of your monthiy net income, 4" percent, is avallable to spend toward variabie expenses.

1-4
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To compute what percentage of ycur monthly net income Is to be applied toward variable expenses,
multiplication is used instead of division. Simply multiply your monthly net income by the estimated
percentege rate. The percentage rate must first be changed to a decimal by placing a declmal point to the
left of the rate, l.e., 16 percent would be .16, 30 percent would be .30, 4 percent would be .04, 9 percent would
be .09, etc. For example, &ga'n assume that your monthly net income is $1600, and you estimate that 15
percent of your net income shonld be allotted for the purchase of food and groceries each month. This would
result in a monthly budget expenditure of $240, computed as follows:

Multiply the monthly net income ($1600) by the estimated
percentage (.15)

$1800.00
X.15

800000
160000

$240.0000 = $240.00

Or, suppose that you establish an estimete of 7 percent of your monthly net income for necessities. The pesult
would be that you have budgeted $112 for that expense category, computed as follows:

Multiply the monthly net income ($1200) by the estimated
percentage (.07)

$1800.00
X .0?

112.0000 = $112.00

When considering which expenses should be categorized as fixed or variable, it should be noted that
although your utility bills will vary from month to month (depending on usage), the percentage allotted for
thelr payment should remain close to the same. Also, depending on the area where you live, it may be possible
to have ocertain utility companies establish an estimated monthly bili, which will be the same amount
regardless of usage. In this event, expenses for utilities would vary only once or twice 8 year, of however
often the utility company makes required adjustments.

After determining what percentage of your monthly net income should be allotted for each expense
category, record the percenteges and the amount budgeted in a format similar to that shown in figure 1-2.
Then, record the amounts actually spent rfo” cach category as itemized on the record of expenses shown in
figure 1-1. Next, compute and record the difference In the amount budgeted and actually spent in the column
entitled "Belance Remaining (+) or Overspent (-).* If the amount spent is less than the amount budgeted,
record a plus sign (+) in front of the figure, indicating that you spent less than the amount budgeted. If the
amount spent exceeds the amount budgeted, record a minus sign (-), indlecating that you spent more than the
amount budgeted. Finally, total each column on the record. To verify that you have accurately computed the
record, follow these rules:

@ The percentage budgeted column must total 100 percent.

@ The amount budgeted column must equal the amount of your monthly net income.

@ When & balance remaining {+) amount exists, that total and the total amount spent must equal the
total amount budgeted. (An example of this is shown in figure 1-2. The balance remaining ($+69) when added
to the amount spent ($1531) equais the total amount budgeted ($1600).)

@ When a balance overspent (-) amount exists, that total and the total amount budgeted must equal the

total amount spent. For example, an amount overspent (-) of $-69, when added to an amount budgeted of
$1600, would mean that the total amount spent would have to be $1669.
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Expense Percentage Amount Amount Balance Balance
Category Budgeted  Budgeted  Spent  Remaining(4) Overspent (-)
Housing and utilities 35% $ 560 574 $ =}~ $ -14
Automoblle pay ment 10% $ 160 160 $ -0- $ -0-
Fumiture payment 2% $ 32 32 ~{- $__ -0
insurance premiums 2% $ 32 32 $ -0- $ -0
Food 15% $ 240 205 $ +3% $ |
Automobile expenses 8% $ 128 101 $ +27 ¢ ~0-
Clothing 5% $ 80 98 $  -0- $ 18
Necessities 79% $ 112 100 $ +12 $ -0-
Entertainment 4% $ 84 48 $ +8 $ -0-
Savings 10% $ 160 180 $ =}- $ =0~
Other (identify and
list separately) 29% $ 32 21 $ +l1 $ -0-
Totais: . 100% 1600 1531 $ +01 $ =32
Difference in balance remaining and $ +101
balance overspent ~32
for the month § +6%

Fig 1-2. Record of budget percentage estimates and amounts spent.

After computing, recording, ard veritying your figures, you can now analyze your financiai situation.” Are
you spending too much money on clothing or entertainment? Are your automoblle expenses too high? Are
your percentage estimates in line with what was actually spent? As you can easily see where you have
overspent or overbudgeted, it will now be obvious to you which areas within your budget require adjustment or
remedial action,

As a final step in budget computation, a monthly budget summary should be prepared simflar to that
shown in figure 1-3. This will provide a convenient summation of your total income and expenses on a
continuing monthly basis and will serve to determine whether or not you are staying within the budget you
have established. If your monthly expenses greatly exceed your net monthly income, immediate action must
be taken to remedy the problem. Bear in mind that you must begin to exercise extreme caution in your
current spending. Obviously, you cannot easily reduce your fixed expenses, so you must attempt to reduce the
amount spent for variable expenses. You may need to obtain a temporary part-time job if not already working
one. Another possiblity would be to obtain a consolidation loan to repay or reduce some of your fixed
expenses, but this should be done as a lagt resort and not considered until all other aiternatives are evaluated
and eliminated.

On the other hand, if you determine that you are within your budget and have income in excess of your
expenses, it would be wise to increase the percentage of your jncome allotted for savings. This is assuming
that the additionst income can be applied toward savings on a regular basis, Otherwise, the additional income
should be deposited to savings as it occurs. The temptation to spend the extra money as a "reward” for staying
within your budget will be great, but must be avoided.




MONTHLY BUDGET SUMMARY - FEB 1981
NET MONTHLY INCOME
Your take-home pay 1200
Other income (interest earned, take-home
pay from part-time job) S
Spouse's take-homa pay $_400
Total net monthly income $ 1600
MONTHLY EXPENSES
FIXED EXPENSES
Rent or home mortgage payment $_400
Automobile payment $_160
Furniture payment $ 3
Utilities (electric, gas, telephone) $ 174
Insurance premium 32
Other ( identify and
list separately) $ -
VARIABLE EXPENSES
Food $_205
Auto expense {gasoline, ete.) 101
Clothing $ 98
Necessities $ 100
Entertainment $ 49
Savings 160
Other (identity and
list separately) $ .21
Total monthly expenses $ 1531
Bs.lance remaining (+) or overspent (=)
(Subtract the total monthly expenses
from the total net monthly income) $ +60

Fig 1-3, Monthly budget summary.




EXERCISEs The following record reveels a Marine's expenses on a monthly and weekly basis. Add end
record the total of each expense in the ¢column entitled "Total spent for month." After
completion, also fill out the next two forms. Upon completion of the entire exercise, verity
your work with the completed forms at the end of this study unit.

Monthly Total
or  spent for
RECORD OF EXPENBES  lst week 3+ week 3d week 4th week menth
FIXED EX PENSES
. Rent or mortgage peyment $ $350.00 §
Utilities:
Ges bil} $ 24,00 $
Electrie bill $ 102.00 §
Water bill $ 8,00 §
Telephone bill $ 14.00 §
Child Care $ 140.00 $
Automobile payment $ 98.00 $
Furniture or appliance
payments $ 26.00 §
Insurance premiums $ 20.00 $
VARIABLE EXPENSES
Food $52.00 41.00 84.00 $8.00 §
Automabile expenses $20.00 12.00 22, 16.00 §
Clothing $22.00 25.00 16.00 18,00 $
Necessities (cosmeties,
laundey, barber, ete.) 18.00 20,00 24,00 _31.00 $
Entertainment $25.00 16.00 23.00 28.00 $
Savings $ 38.00 35.00 $
Other: Birthday present $10.00
Postage stamps $ 3.00
Book Club $ 5.00 $
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Assuming that your monthly income is $800 anc your spouse's is $500, complete the next form usiig the
following steps:

1. Change the percentages budgeted to decimal figures. For example, the housing expense budgeted at
20 percent would be .20; utilities budgeted at 9 percent would be .09, ete.

2. Muitiply the monthly net income ($1400) by the decimal equivalent of the percentage budgeted for
each expense category. Record your answers in the "Amount Budgeted” column.

3, Using the amounts computed on the resord of expenses from the previous page, record the total
amount spent for each category in the column entitled "Amount Spent,”

4. Next, figure the d.fference between the amount budgeted and the amount spent for each expense
category. Record your answers in the solumn entitled "Bal. remaining (+) or overspent (-L." Remember to
indicate what the difference represents, either a plus (+) or a minus (=) figure. An amount spent which is
less than the amount budgeted results in a plus (+) figure. An amount spent which is more than the

amount budgeted resuits in a minus (=) figure

5. Total and record the "Amount Spent” and "Bal. remaining (4) or overspent ()" golumns. After
completion, go on to the next phase of this exercise.

Expense Percentage Amount Amount Balance Balance
Category Budgeted Budgeted Spent Remaining (+) Overspent (-)
Housing 25% $ $ $ $
Utilities (Gas, Electric, ete.)  10%
Automoblle payment 9%
Furniture payment 2%
Insurance premiums 2%
Chlld care 10%
Food 15%
Automoblle éxpenses 6%
Clothing 8% - -
Necessities 8%
Entertainment 4% - —_— — —_—
Savings 8%
Other: (Book club, Birthday
present and Postage stamps) _ 2%
Totals: 100% $id00.00 § $ $
Ditterence in balance remaining and $+
balance overspent -
for the month $

On the monthly budget summary which follows, record and total the net monthly income and monthly
expenses (as obtained [*~m the two previous phases of this exercise), and compute the difference. To verify
that the summary has been prepared correctly, compare the balance remaining (+) or overspent (-} figure at
the bottom of the summary with the balance remaining (+) or overspent (=) column total from the previous
form. The figures must agree.
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MONTHLY BUDGET SUMMARY - JUNE 1981
NET MONTHLY INCOME

Your take-home pay

Other incom e (interest earned, take-home
pay from part-time job)

Spouse’s take~-home pay
Total net monthly income

MONTHLY EX PENSES

FIXED EXPENSES

Rent or home mortgage payment
Automobile payment
Furniture payment
Utillties (electric, gas, telept.one)
insurance premium
Other: child care

book club

VARIABLE EXPENSES

Food

Auto expense (gasoline, etc.)

Clothing

Necessities

Entertainment

Savings :

Other: birthday presen
postage stamps

Total monthly expenses

[TTTTTTrT TIFrrer

Balance remaining (+) or overspent (-)

(Subtract the total monthiy expenses
from the totai net monthly income)

Ir

8 otion . FINANCIAL PLANNING
work Unit 1-4.  FINANCIAL PLANNING

LIST THE TWO STEPS YOU SHOULD TAKE BEFORE REQUESTING ADVANCE PAY FOR A
PCS MOVE AND HOW MUCH ADVANCE PAY SHOULD BE REQUESTED.

IDENTIFY THE RATIO OF FUNDS PROVIDED BY THE VETERANS ADMINISTRATION FOR
EDUCATIONAL ASSISTANCE AND WHICH PROGRAM YOU ARE COVERED UNDER FOR
EDUCATIONAL ASSISTANCE,

IDENTIFY INSURANCE REQUIREMENTS FOR SINGLE MARINES.

1-10
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Common occurrences which will affect even the most carefully planned and maintained budget are
parmanent change of station (PCS' moves or temporary additional duty (TAD) orders. Most Marines will be
subject to one or more PCS moves or sets of TAD orders during the term of an enlistment. However, sound
financial planning will greatly assist when either oceurs.

Numerous expenses out of the ordin&ry will develop during a permanent change of duty station. There will
be costs incurred for transporting your dependents from the uld to the new duty station. Other costs may be
incurred if you choose to take leave en route to the new duty station. If you are being transferred to an area
where dependents are restricted from accompanying you, it is possible that you will want to or be requir~d to
move your dependents to another location, away from the old duty station, ineurring even more expenses.
Some duty stations do not have base housing, and the Marine and his family must reside in housing whieh must
be either rented or purchased. There will be expenses at the old duty station, sueh as packing and moving,
repair or cleanup of the premises being vacated: delayed return Of your security deposit and utility deposits if
you had these at the old *tation, expenses and possible problems selling your home at the old duty station if
you owned property there, an interruption in your spouse’s income, ete. There will also be additional expenses
at the new duty station, such as new security and utility “eposits, possibly the need for new appliances or
furnishings, the putchase of lawn and garden equipment, ete.

Some of the {tema mentioned above are costs which you may eventually be reimbursed for (such as
transportation and dislocation allowance), and some are costs for which you will not be reimbursed, Often, a
Marine requests an edvance payment to cover these extra expenses.

The option of receiving an advance payment when making a permanent change of station move is available
to most Marines. However, when you take an advance payment, a portion of the yment i3 deducted each
payday until the total amount has been repaid. Your total income may be . 288 (no income from spouse's
employment, higher living costs at the new station, ete.) and your military pay will be less because of
deductions for repayment of the advence pay.

There are two steps which you should take in preparation for a PCS move prior to requesting an advance
pay. First, reduce your spending for variable expenses. By keeping variable expenses as low as possible, you
should be able to increase your savings and utilize the money saved for the new expenses you will incur.
Second, prepare a new budget which will take into consideration the new expenses you will incur. The budget
should cover a period of at least through the gecond month at the new duty station. Also, take into
consideration the possible lucss of income if your spouse will not start working right away at the new duty
station. Identify the anticipated differences in fixed and variable expenses at the new duty station. Will rent
and utilities be higher or lower? Will you be driving further to work each day? Will new clothing be required
due to a climate change?

After preparing the new budget, you will be able to determine whether OF not you will need to recejve an
advance pay. If an advance pay is required, draw only the amount you think you will actuslly need, as opposed
to recelving the maximum amount allowed. In the long run, it may even be better to uge part of your savings
for the new expenses you will incur. Bear in mind that you do not want to deplete your savings; only use
savings if you will still have a healthy reserve,

A permanent change of station move does not have to be a financial disaster to you and your family. Take

advantage of the fact that you usually have advance notice of a PCS move, plah soundly, and no hardship
8 mlr.

The same applies when a Marine is subjec. to TAD orders, which involves a jouney of varying length away
from and back to the permanent duty station. Whether married or single, additional expenses are sure to arige
when going TAD. But &gain, advance .’otice of TAD orders is usually given, and sound financial planning will
ensure that only minimum budget adjustments have to be made.

Q2
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Savings, education costs, and life ingurance are other important facets of financial planning. Savings,
however, is so important and 80 broad an area, it wili be covered in the next study unit within this course.
With regard to education, your financial plans should include a provision for education cost, whether you are a
career Marine or plarning to resume civilian life when your enlistment ends. Marines are encouraged to enroll
in evening college courses and to contact their education officer concerning courses that may be given on site
during normal duty hours.

You shouid Also be familiar with the educational assistance programs for veterans: the G.l. Bill and the
Veterans Educational Assistance Program (VEAP). Most Marines have probably heard of the G.I. Bill, wherein
the v- terans Administration (VA) pays tuition costs and some living costs for veterans who are enrolled in a
qualified coliege or training school and maintain & successful academic grade. The G.I Bitl, which covers
Marines that enlisted on 31 December 1976 or earlier, will be terminuted on 31 December 1989, and all
benefits must be used by that date.

Marines enlisting after 31 December 1978 are not covered under the G.I. Bill. However, the
Post-Vietnam Era Veterans' Assistance Act of 1977 established a new VA contributory ¢ducational ¢ssistence
program. Personnel who initially enter the military services after 31 December 1276 have the right to
participate in this plan. This plan Involves the VA matching a service member's contributions to an
educativaal fund on a 2~for-1 basls aid Is referred to as the Veterans Educational Assistance Program (VEAP).

Detailed information concerning the G.1. Bill and VEAP can be obtained from your education officer.

Sound financial planning must also include consideration of life insurance. Bach Marine owes it to himself
and to his family to have an adequate life insurance program. The insurance coverage offered by Servicemen's
Group Life Insurance (SGLI) is often sufficient for the single Marine, yet Marines with tamilies need maximum
protection at a minimum cost. This should include coverage for your spouse and, it applicable, your children.
Many insurance companies offer a "family life coverage” policy which has add-on life insu-ance coverage for
the spouse and family of the main person insured, often at extremely reasonable prices for the amount of
coverage provided.

Further, if you depend on additional income from a spouse who also works, it may be wize to carry a
"hospital cash insurance plan” which pays a set amount of cash for each day of hospitalization. This would
greatly assist in recovering from a temporary loss of income if a working spouse must be hospitalized. The
important thing to remember about any type of insurance is to shop for rates before buying a policy, as rates
will vary widely between insurance companies. You may also request advice from your insurance officer or
legal assistance officer if you are in doubt about what insurance you should carry.

Une other thing you should consider is starting an insurance allotment from your Marine Corps pay. This
is the easiest way to make monthiy payments ior insurance premiums. You need not worry about mailing your
payment or making sure it is sent on time, since the premium is automatically deducted from your pay.

EXERCISE: Answer the foliowing questions and check your responses against those listed at the end of
this study unit.

1. Two steps which should be taken prior to requesting an advance pay for an impending PCS move are:

&

b.

2. If you request an advance pay in conjunction with a PCS move, you shouid draw

a. the maximum amount aliowed.

b. only as much as is needed.

¢. enough to make security and utility deposits at the new duty station.
d. enough to transport your dependents to the new duty station.
In

e ———

financial planning for a PCS move, one advantage is the fact that you usualiy have

4. Under the Veterans Educational Assistance Program (VEAP), the Veterans Administration will match
a service member's contribution toward an education fund on a

8. 1-for-1 basis. ¢. 3-for-1 basis.
. 2-tor-1 pasis. d. 4-tor-1 basis.
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S, Assuming that you enlisted in the Marine Corps on 1 January 1977, you can obtain educational
assistanoe through

a4, VEAP.
b. the G.l Bill.
¢. VEAP and the G.l. Bill.

8. Servicemen's Group Life Insurance (8G1) Is usually sufficient coverage for

a. married Marines. ¢. single Marines.
O, married Marines with families. d. married Marines with a spouse who also works.

SUMMARY REVIEW

In this study unit, you leatned that the three basic elements of a hudget are net income, fixed expenses,
and variable expenses. You jearned what must be accomplished or considered in budget preparation, and how
to compute a budget by applying a percentage of your income to all of your expenses. You learned that you
should begin to reduce spending for varjable expenses and to prepare a new budget in preparation for a PCS
move. You learned that you should only draw as much advance pay as is needed for a PCS move, as opposed to
the maximum amount allowed. You learned that under the Veterans Educational Assistance My YOU CAN
receive matehing funds on a 2-to-1 ratio, and which edunational assistance program you are eligible for. You
also jearned what insurance requirements are recommended for Marines, and that Servicemen's Group Life
Insurance is usually sufficient coverage for single Marines.

Answers to Study Unit #1 Exercises
work Unit 1-1.

1. b
2 d

. fixed expenses,
4. net Income.
Wol‘k Unit 1'35

1. o
3 d

3. The key to proper budgeting is to keep complete and accurate records which take into consideration
all known and forseeable expenses.

1-13
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Work Unit 1-3.

25

Monthly  Total
or  spent for
RECORD OF EX PENSES 1st week 2d week 3d week 4th week month
FIXED EXPENSES
Rent or mortgage payment $ $350.00  $350.00
Utilities:
Gas bill $ 24.00 $ 24.00
Eleetric bill $ 102.00 $102.00
Water bill $ 8.00 § 8.00
Telephone bill $ 14.00 $ 14.00
Child care $ 140.00 $140.00
Automabile payment $ $8.00 § 98.00
Purniture or appliance
payment $ 28.00 § 28.00
Insurance premiuma $ 28.00 $ 28.00
VARIABLF EXPENSES
Food $52.00 41.00 64.00 58.00 $215.00
Automobdlle expenses $20.00 12.00 _22.00 _18.00 $ 70.00
Clothing $22.00 25.00 16.00 16.00 §$ 81.00
Necessities (cosmeties,
laundry, barber, ete.) $18.00 _20.00 _24.00 31.00 $ 93.00
Entcrtainment $25.00 16.00 23.00 28.00 $ 92.00
Savings $ 35.00 35.00 § 70.00
Other; Birthday present  $10.00
Postage stamps $ 3.00
Book Club $ 5.00 _ $ 18.00
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Expense Percentage Amount Amount Balance Balance
Category Budgeted Budgeted Spent  Remaining (+) Overspent (-)
Housing 25% $350.00 $350.00 $ -0- $ -0
Utilities 10% 140.00 148.00 -0- - 8,00
Automobile payment % _98.00 _98.00 -0- -0-
Furniture payment 2% _28.00 _28.00 «{- «0=
Insurance premiums 2% _28.00 _28.00 -0- =0~
Child care 10% 140.00 140.00 — =0 -0-
Food 15% 210.00 216,00 -0- - 5.00
Automoblie expenses 6% _84.00 70. 00 +14.00 -0~
Clothing 6% 84.00 _81.00 + 3.00 o
Necessities 6% 84.00 93.00 ~0- - 9.00
Entertainment 9% 56.00 _92.00 -0- =36.00
Savings % J0.00 7000 -u- -0
Other % _28.00 _18.00 +10.00 -0-
Totals: 100% $140C.00 $ 1431.00 $ + 27.00 - 58.00
Difference in balance remaining and $+27.00
balance overspent -58.00
for the month 341,00
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MONTHLY BUDGET SUMMARY - JUNE 1981
NET MONTHLY INCOME
Your take-home pay $00. J0
Pther in*ome (interest earned, take-home
pay from part-time job) -0-
Spouse's take-home pay §00.00
Total net monthly income 400,00
MONTHLY EXPENSES
FIXED EXPENSES
Rent or home mortgage payment $ 350.00
Automoblle payment 98.00
Purniture payment 28.00
Utilities (electrie, gas, telephone, water) 148.00
Insurance premium __28.00
Chlid care 140,00
VARIABLE EX PENSES
Food $ 215.00
Automoblle expense (gesoline, ete.) 70,00
Clothing 81.00
Necessities 93.0%
Entertainment 92.00
Savings 70.00
Other: Birthday present __10.00
Postage stamps 3.00
Book Club 5.00
Total monthly expenses 431.00
Balance remaining (+) or overspent (-)
(Subtract the total monthly expenses
from the total net monthly income? $ -31.00

work Unit 1-4.

1. a. Reduce spending for variable expenses,

b. Prepare a new budget which will take into consideration the new expenses you will incur.
b.

advance notice of a 08 move.

b.

8

e,

e o o o8 oS
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STUDY UNIT 2

FINANCIAL ORGANIZATIONS, CHECKING ACCOUNTS,
SAVINGS ACCOUNTS, AND DIRECT DEPOSIT

STUDY UNIT OBJECTIVEs UPON SUCCESSFUL COMPLETION OF THIS STUDY
UNIT, YOU WILL BE ABLE TO IDENTIFY AT LEAST THREE SERVICES OFFERED
BY FINANCIAL ORGANIZATIONS. YOU WILL BB ABLE TO STATE THE MOST
IMPORTANT REASON FOR HAVING A CHECKING ACCOUNT AND TO DEFINE
THE TERRMS DEPOSIT SLIP, CHECK REGISTER, CHECK, AND BANK
STATEMENT. YOU WILL BE ABLE TO PREPARE CHECKING ACCOUNT
DOCUMENTS, TO IDENTIFY THE TYPES OF CHECK ENDORSEMENTS, AND TO
RECONCIWLE A CHECKING ACCOUNT. YOU WILL BE ABLE TO IDENTIFY
WHICH T(PE OF FINANCIAL ORGANIZATION OFFERS THE LOWEST INTEREST
RATE ON »>AVINGS AND WHICH TYPE BASES 1TS MEMBERSHIP ON A COMMON
BOND. YOU WILL BE ABLE TO STATE WHY IT IS UNWISE TO PLACE ALL OF
YOUR SAVINGS IN A SPECIFIED TERM SAVINGS ACCOUNT. YOU WILL ALSO
B ABLE TO LIST THE FOUR BENEFITS OFFERED TO MARINES
PARTICIPATING IN DIRECT DEPOSIT, WHERE TO GO TO ELECT
PARTICIPATION IN DIRECT DEPOSIT, AND HOW TO DETERMINE THE AMOUNT
DEPOSITED TO YOUR ACCOUNT UNDER DIRECT DEPOSIT.

Section 1. FINANCIAL ORGANIZATIONS

Banks, savings and loan associations, eredit unions, and other types of financial organizations perform
various gervices. In the past, most {inancial organizations had a specialized (and ususlly limited) function.
Banks were considered mainly for checking accounts, savings accounts, and loans; savings and loan associations
offered savings accounts and loans, and credit unions were used for employees* savings accounts and loans for
automobiles, furniture, appllances, vacations, etc. Federal and state laws limited the scope of service that
each type of financial organization could offer. Recently, some of these laws were changed, allowing the
various financial organizations to offer more diversified services. Some of the services avallable are
combination accounts, bill paying acocounts, credit union share draft accounts, the use of oredit cards with

checking accounts, and special services offered by certain banks on large milltary installations. All will be
diseussed in this scetion.

Work Unit 2-1. SERVICES OFFERED BY FINANCIAL ORGANIZATIONS

IDENTIFY AT LEAST THREE SERVICES OFFERED BY DIFFERENT TYPES OF FINANCIAL
ORGANIZATIONS.

Normal checking and savings accounts will be discuased in detail later in this study unit. This work unit

will provide information about services being offered by some banks, savings and loan associations, and oredit
unions. The services are as follows:

@ Combination a ts. Certain commercial banks and savings and loan assoclations now offer what is
termed & "combination king-savings" account. Money can be deposited and earn interest as in a savings
account, but at the same time, the funds deposited are also available to cover checks written on the account
as if it were a regular checking account. This permits you to receive interest on the unused funds in your
“eombination checking-savings" account and also write clecs to cover your expenses, A service charge is
sometimes assessed for this account and a minimum balance iv usually required.

‘The combination account is not available at all banks or savings and loan associations. If you believe that
this service would be benc™ *at w you, detailed information should be obtalned from your financial
organization. As the amoun ° he wervice charge and the minimum balance required will vary, you should
compare the amounts requirec . ‘i.48 and savings and loan associations in your area.

©® Uill paying accounts. Some savings and loan associations are offering a combination savings and bill
peying account. Funds are deposited in the savings account and the depoaitor requusts the payment of specific
amounts for various purposes. This permits you to earn interest on all of your funds except the portion that
you request to be used for payment of specific bills. Bills for fixed expenses {i.e., rent or house payments, car
paymients, furniture payments, ete.) can be set up for automatic payment each month. Bills for which the
amount varies {i.e., utillties, gasoline and other credit card purchases, ete.) can be set up for payment by use
of telephone calls using special codes and numbers. Savings and loan associations usually charge a fee for this
serviee, but the payment is forwarded by them, saving you time and postage. More information about this type
of account can be obtained at your savings and loan association.
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@Credit union share draft accounts. Share draft accounts, which are offered by some credit unions, permit
you to make share witharawis in the form of a payment and still earn dividends on the unused fynds in the
account. A share draft pesembles a check in appearance. However, share drafts usually come attached with a
copy so that each draft written automatically produces its own duplicate. " This provides you with an
fmmediate record of the draft you have just written. You will receive a monthly statement indicating the
amount, number, and date of each draft which has cleared through your account. The cancelled original draft
will not be returned to you. Mo minimum balance is roquired, and no chafges are assessed for this service.
You may, however, be assessed a charge If you need to have a copy made of the original draft.

Not all credit unions offer share draft accounts at this time. You should check with your local eredit
union for detailed information concerning the type of accounts offered.

@®Use of wlt‘%& to back up checking accounts. A future lesson in this study unit gives information
concerning tne problems that can occur wheh cnecks are returned for insufficient funds. Your eredit rating
can be damaged, and you are subject to punishm.ent from your commanding officer under the Uniform Code of
Military Justice (UCMJ) Certain credit cards (e.g., Master Card and VISA) have an optional feature thet can
supply an emergency advance of funds as a back-up to prevent an overdrawn checking aceount. This overdraft
protection coverage has various names, and different methods are used to apply for it. Ask your bank for
details concerning the overdraft coverage offered. Also, be certain you understand the repayment procedures
and the interest rate that you will be charged.

.%ﬁm gervices offered by some banks on Qgg‘ mill&r* installations. Personalized services for Marines
ure offe y many 0 on of near large m instatlations. One of these is special
unaccompanied tour/TDY checking accounts with no service charge. Many banks have toll-free telephone
itumbers and extended working hours to answer guestions concerning your present account or an account or
loan you may be applying for. You should check with your bank to see what special services may be offered,

especially when reporting in at a new duty station.

Not all of the services just mentioned will be right for everyone, but by having knowledge of them, you
inay evaluate each of them to determine whether they could be beneficial to you.

EXERCISE: Answer the following questions and cnteck your responses against those listed at the end of
this study unit.

1. An account which allows you to earn interest even though you are writing checks from it is known
as a

share draft account. ¢. credit union aceount.
combination aceount. d. bill paying account.

a
b
2. To prevent an overdrawn checking account, some financial organizations allow the use of

a. Sshare drafts. ¢. immediate loan approvals,
b. unlimited checks. d. oredit cards.

3. A type of account wherein the financial organization makes payments on your behalf, as you have
requested, I8 known as a

4. Dbill paying account. ¢ combination account.
b. share draft account. d. eredit card account.

Section . CHECKING ACCOUNTS AND SAVINGS ACCOUNTS
Work Unit 2-2. CHECKING ACCOUNTS
STATE THE MOST IMPORTANT REASON FOR HAVING A CHECKING ACCOUNT.
DEFINE THE TERM DEPOSIT SLIP, CHECK REGISTER, CHECK, AND BANK STATEMENT.
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in this day and age, it is highly impracticai not to have a checking account. 1t used to be that cash was
the common method of payment, but, for many reasons, checking accounts have largely repisced the use of
cash as & means of payment. For one thing, as towns and cities grew, it was not as easy to walk in and make a
cash payment to your creditors, and mailing cash was out of the question. Also, as the economy grew, so did
expenses. People began paying a variety of creditors, as opposed to just a few. it also became necessary to
retain proof of payment for many expenses, and a cancelled check was as much proof as anyone could need.
Finally, and the most important reason to have a checking account, Is that it is simply unwise to carry or leave
lurge amounts of cash around. Why risk the chance of being robbed, having your house burgiarized, or, in the
case of many Marines living in barracks, having your wall locker of footlocker broken into? 1f someone steals
your cash, it is highly unfikely that you wili ever see it again. On the other hand, if your checks are lost or

stolen, it is simply a matter of no.ifying your bank, and they will refuse to negotiate any checks which are not
authorized by you.

The need for having a checking account should now be obvious, and if you do not already have one, you
should want to open one as soon as possible. if you are married, you will probabiy want to open e joint acoount
with your spouse. With a joint account, both you and your spouse can write checks, make deposits, ete. This
can be especially beneficial, because your famlly will be able to ebtain necesse.y funds if you are away on
temporary duty, restricted duty, of emergency leave,

in deterinining which financisl organization you want to open an account with, you will have to decide
what type of checking account will best suit your needs. Ask several financial organizations for information
about the checking pisns they offer. Also, from time to time, you should review the types of checking plans
available to be certain that your plan is still the best for your needs. The names of checking acaount plans and
the features they offer may vary, but basically, plans simflar to the following are offered:

@ Ten pisn. if you write just a few checks a month, this may be the most economical plan for you. You pey
a set service charge (about $1.50) on the first ten checks the financial organization receives for payment.
Checks w.itten in excess of ten will usually result in an additional eharge. Statements are usually sent to you
quarterly (every 3 months).

@ Basic checking plan. The amount of your monthly service charge or the amount (if any) that you are
charged per cneck depends on the number of checks you write and/or the amount of your average balance.

@ CLustom checking plan. A "package" plan for which a flat fee is charged. This plan usually offers
unlimited checkwriting other services, guch as safety deposit boxes, instant loan approval, an overdraw
protection plan, etc.

in dealing with ehecking accounts, the following are certain items or processes you must know:

@ Signuture curd - A record on which your "eheck-signing signature” is recorded. You must sign this card
exact% as you will sign or endorse the checks in your cheeking acoount. This Is done when you initially open
your account.

First State Bank AMay 12, 1981
5432 Grand Street oATE
Pinestone, MO 61234

ACCOUNT# __57-622-0

NAME Jane and John i)OE
ADDHRESS 6789 AMain Street
Pinestone, MO 61234
PHONE # 287-6543
SIGNATURE IBQ&.QM— éuﬁ (e
{SPOUBE. 1€ APPLICABLE)
SOC.SEC. # 123 45 6788 987 65 4321

BPOUSE. IF APPLICABLE)




@ Check - A written order instructing the banic to pay money from your account.

joun DOs
6789 MAIP) STREET No. _[£6
PINESTONE, MO 54030 —Mﬁﬁl—"’—ﬂ— 809909
—1010
PAY 10} THI . . 9;'
ororkor (etenn. Quiter Konsies, s 29
ML 95/, 00— =2 DOLLARS
Firet Sgate Banh
5430 Grand Sirent
Piae + MOO IS
we tBL t1p _ghu._.Qn.g
1530101 1. ekEAW® S76 2200

@ Checkbook - A book of blank checks which you will use *o instruct the bank to pay money from your
amunﬁ

@ Check register -~ A separate record in your checkbook on which you rocord the date, name of payee,
purpose, amount, anc balance in your account for each check written, and the date, amount, and balance in
your account for each deposit made.

nuween |oars CRSCRITION OF TRANBACTION et 1 Bt Byt

o4y "ET Shoape. 12 16! T z,:'. .
__E;I"”ﬁa %‘ao (9 (00 ]
Cadd aultyr ) R 2B
) l/zwfi éﬁ&gh zZW o9
m wm# ltelp 0O l'

L 22]

Ol

................

®Deposit - Amounts of cash and/or checks which you put in your account to cover the checks you write.
@ Deposit slip - An jtemized listing of the cash and checks that you put into your account.

€ HECRINE AL OUNT DEPOSIT TH KEL “s"luffu -
JOWN Dot )
6789 MAIN STREET 209000
PINESTUNE, MO. 61234 —
oAl w8 N 1L]] ZT] i
NET DEPOSIY
- P TR PR RSN T L PR Y LT TN TIT Y g‘
First State Banh
5438 Grand Street

Pinestone, MO 61934
PLE P L Y6 ¢ 20w
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@bank statement - A statement furnished by the bank (usually monthly) listing your previous and ending
balance, deposits you have made, checks you have written which the bank has paid, and any service charges
deducted from your account. These paid (cancelled) checks and your deposit slips are included with the bank

statement.
Firat State Bank
5432 Grand Street
Checking Account Statement Pinestone, MO 61234
JOHN DOE W | S7-622-0
6789 MAIN STREET Batoment | 2221=81
PINESTONE, MO 61234 pagene. | 1071
DATE DEPOSIT/CREDIT CHECKS AND CHARGES BALANCE
| erevioue Bratoment Batance $324.63
1-24-81 61.21 89.69 173.73
1-29-81 25.00 14§73
2-4-81 12.52 136.21
9-5-81 15.00 121,21
9-7-81 16.29 23.60 81.32
%-14-81 320.00 401.32
9-15-81 61.12 340.20
9-20-81 10.15 330.05
9-21-81 2.00 Service Charge 328.05
:‘I:?::n %w;g:mlo ".&W mwm devostts '&w %W&mm m’mﬂ'
Ay Discregancy 1 $320.00 10 $316.58 $326.05

@ Reconeiliation of bank statement ~ A process wherein you verify your checking account balance by taking
the ending balance on the bank statement, adding any deposits made since the closing date of the statement,
deducting any service charge shown on the statement, and deducting any checks written which were not
included in the cancelled cheeks returned with the bank statement.




®Reconciliation form - A form used to reconeile (balance) your checking sccount. This is usual} t
the reverse side of your monthly bank atatement. Y orinted on

First State Bank
5432 Grand Street _
Pinestone, MO 61234 Checks Outstanding
No. )21 18 jep |48
128 112 {13]
127 2! 111
130 3
13! 12 {2l
ENDING STATEMENT BALANCE LM 132 150 | 00
R e e aeur T 150.00
TOTAL T!.1
33&1?33:; ga"ecl(a — 320. 79
g&%ﬁ%&:ﬂ%ﬁ:ﬂ:ﬁf i $==§_=.=.=.’ 0.34 Total $ 320179
2.8




EXERCISE: Answer the following questions and echeck your responses against those listed at the end of
this study unit.

1. The most important reason to have a checking account is that

o

Mateh and record the appropriate numbered definition with the term it deseribes:

2. A written order instructing the bank to pay money from a. deposit slip
your account.

J. An itemized listing of the cash and ehecks you put into b. check register
your account.

4. A record of the date, name of payee, purpose, amount, ¢. bank stutement
and balance in your aceount.

5. A record of your adcount balance, deposits, service d. echeck
charges, checks you have weitten, cancelled checks and
deposit slips.

Work Unit 2-3. CHECKING ACCOUNT DOCUMENT PREPARATION

PREPARE DEPOSIT SLIPS, A CHECK REGISTER, AND CHECKS.
IDCNTIFY TYPES OF CHECK ENDORSEMENTS.

Proper completion of the various documents associated with a checking account is extremely important.,

Failure to complete any of the required steps could result in an overdrawn or out-of-balance account or make
it very difficult to trace a check you have written,

Obviously, you cannot begin writing checks unti) you have deposited funds in your checking account. A
supply of deposit slips will be furnished with your blank checks. The deposit slips contain your name and
account number and must be used when you deposit cash or checks in your account.

Completing a deposit slip (figure 2-1) is relatively simple. Pill in the date you are making the deposit.
List the cash {eurrency and coin) you are depositing in the appropriate spaces. List each check separately by
identifying the source of the checks e.g., Marine Corps paycheck, tax re the name of the person who
wrote you the check, ete. If you have more checks than ean be listed on the t, list the remalnder on the
back of the deposit slip, and enter the total in the space on the front marked "TOTAL FROM OTHER SIDE,"
Then, total and record the amount of your deposit where marked "TOTAL" and "NET DEPOSIT." If you are
receiving a portion of a check you are depositing back in cash (figure 2-2), list that amount where marked
"LESS CASH RECEIVED.," Then, smubtract the amount of cash from the "TOTAL" amount, and record the
amount of the deposit in the space marked "NET DEPOSIT."

v

UERhA b Bt A C O ST e Hsﬂl.;m:ﬂ Tg-
' JOUN DOE '
} #7089 MAIN STREL! 80.9999
! PINESTONE. MO._b1244 =610
i .
bt 20 gm_ .8 N 101AL F.7 B Rk
) e sitoteostt [ 37Q [2/
I
! Firat State Bank

| 5432 Grand Street
Pinestone, MO 61334

‘ ALE ™ LYL O

Fig 2-1. Example of completed deposit slip.
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. 4 TLRE
CHEERING ACCCHNE B YT TR ASHILE -
1 1Hw
Joun DOt i

6769 MAIN STREET
PINESTONE. MO. 613 - %—

T 1M ITHEN YR Ok
DAt ___QM m.aL TOTAL ADDEONAS ST,
. 1o ksl R
——— NET DEPOSIY
Al s AT A ERTTIT NI R

First State Bank
8438 Grand Street
Piaestons. MO $1234

eLETw S?6 2 20"

Fig 2-2. Example of completed deposit slip with cash being received.

After making your deposit, be certain to record the amount in your check register, and add the deposit to
your checkbook balance. Further, you should retain the receipt the bank will give you when making a deposit
until you receive your bank stetement. If for some reason the deposit does not appear on your statement, the
receipt will serve as proof that you actually made the deposit.

defore making your deposit (if a check is involved), there are certain things you must kmow about
endorsing your check. An endorsement s nothing more than your signature, but the manner in which you
endorse your check is extremely important.

A bdlank ment, which is your signature alone, should not be made on a check until you are at the
bank to or deposit the check. Otherwise, anyone may be able to cash a check endorsed this
way.

To avoid the possibility that your check could be misused, a restrictive endorsement should be made. The
restrictive endorsement contains the words "FOR DEPOSIT OWTT!;WEN below. A check
endorsed in this way cannot be used for any other purpose.

If you wish to transfer a check payable to you to another person or account, the proper endorsement would
be the words "PAY TO THE ORDER OF (NAME OF THE SECOND PARTY)" with your signature below, This is
s type of special endorsement.,

Finally, it forsomemuonrmmmels misspelled on the cheek, you should attempt to have the cheek
reissued to you. If this is impossible or impractical, you must tirst sign your name ¢xactly as it appears on the
face of the check, and then sign your name correctly below it.

An example of each of these endorsements is shown in figure 2-3.
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ot sdiompaon|  1or Lhpasit Ry 0 he oudeN  \dlowbs Jyympaon
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BLANK RESTRICTIVE SPECIAL
ENDORSEMENT ENDORSEMENT ENDORSEMENT MISSPELLING
Fig 2-3. Types of endorsements.

Having deposited funds in your acoount, you are now ready to begin writing chaeks. The first atep to take
is to complete the check register by recording all of the necessary dats. Although check registers will vary in
format, the process of cumpleting them is basically the same. Two different examples are provided in this
work unit: the double line entry and the single line entry. The double line entry (figure 2-4) allows you to
write the amount of the transaction (check or deposit) on the first line in the bdalance column and the new
balance on the second line. The single line entry (figure 2-5) requires that you record the transaction to the
left of the balance column and the new balance on the same line.

As an example for both types of entries, assume that on 20 June 1981 you are going to write a cheek to
your doetor in the amount of $95 for your annual physical. The following day, you deposit $200 to your
checking account. These steps must be tken to record the transactions in your check register. "

1. Record the number of your next avajlable check in the ecolumn entitled *"NUMBER."

2. Record the date in the column ertitled "DATE." Never postdate a check. This is a dangerous and
illegal practice. Always use the actual date you are writing the check.

3. Under "DESCRIPTION OF TRANSACTION,* record the name of the payee (the person or business to
whom the check is weitten).

4. Directly beneath or beside the payee's name, record the purpose for which the check is being written.

5. Next, record the amount of the check you will be writing under the column entitled
"PAYMENT/DEBIT (-)."

6. Use of the next two columns is optional. The first column, which shows & check mark (v) and the
jetter "T," may be used to indicate that the eheck you are weriting Is for an expense which will reduce
your taxable income when you file your income tax return (e.g., medieal bills, ehild care, ete.). The
use of & mark (v} in this column will prove to be a handy reference.

The next column, entitled "FEE (if any) (-)," may be used to record the bank service charge. This
may be done on a check-by-check basis if your service charge is computed that way, or on a monthly
basis when you reconcile your account.

7. 'The next column on the check register will be used when making a deposit to your account. Record
the date of your deposit, and then record the amount in the column entitled *DEPOSIT/CREDIT {+)."
Many people find it less confusing to use a separate line for each transaction, and this I8 recom-
mended as opposed to recording a check and deposit transaction on the same line.

8. The final step in recording a transaction in your register: for either & check to be written or a deposit
to be recorded, is to compute and record your new :hecking account balance under the column
entitled "BALANCE." Either subtract the amount of the check you are writing (to include the service
charge, if applicable) or add the amount of the deposit you are making. It is wise to double cheek
your arithmetic to ensure that the balance |5 correct.

2-9
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Fig 2-4. Sample check register (double line entry).
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¥ig 2-5. Sample check register (single line entry).

Having completed the check register, you must now transfer the information directly to the check you are
writing. This will ensure that you write the check exactly as the transaction appears in your register. When
writing & check, always use ink to prevent anyone from attempting to alter it. Never cross out, erase, or
change anything on ﬂi:e check after it Is written. 1f an error I8 made, mark the check and the transaction in
your register "VOID" in ink, and write another check. This will protect you because the bank wiil usually
refuse to pay an aitered check. If you do void a check, file it with the cancelled checks you receive with your
next bank statement, or tear it up and throw it away.

As shown in figure 2-6, take the following steps when writing your check:
1. Record the number of the check in the upper-right corner if your checks are not pre-numbered.
2.  Record the actual date you are writing the check. Remember ~ never postdate a check.

Write of print the name of the payee on the line "PAY TO THE ORDER OF." Immediately following
the dollar sign ($) on the same line, write the amount »f the check in numbers.

4. On the next llne, write or print the amount of the check in words with any amount under one deollar
written as a fraction. To prevent anyone from altering your check, extend a line after the fraction
over to the wopd "DOLLARS."

5. Record the purpose for which you are writing the check on the line next to the word "MEMO," and
aign the check exactly as you did on the signature card when you opened your account.

2-10 3
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Fig 2-8. Sample check.

The last and most important information you need to know about a checking account is that you must
never write a check in excess of the amount in your checking acecount! A check written on your account for
which there are insufficient funds will be returned unpaid. The check will be marked "NSF*" for "not sufficient
funds,” and is said to be a "bad check" or to "bounce." Most financial organizations assess a service charge for
processing a "bad check,”" and a charge of $5 to $10 is not uncommon.

Hoth the Marine Corps Manual and the Legal Administration Manual state that Marines are expected to
pay their just financial obligations in a proper and timely manner. Writing a check on a closed account or
writing a check when there are insufficient funds in your account to cover such a check are serious criminal
offenses under both milltary law and ejvilian law. The punishment authorized by the Uniform Code of Milltary
Justice if you are convicted of such an offense includes confinement at hard labor, forfeiture of pay, reduction
in grade for enlisted personnel, and a punitive discharge or dismissal. The punishment under civilian law
includes fines and/or imprisonment if you are convicted of such an offense. Additionally, a Marine convicted
by a ¢ivillan court for a dishonored check offense may be administratively discharged under other than
honorable conditions. Similar action may follow in the case of a Marine who unintentionally but repeatedly
passes dishonored ehecks, whether convicted by ¢ivil authorities or not.

in addition to the personal finaneial problems resulting from dishonored checks, these checks create an air
of mistrust in the civilian community towards all Marines, and jeopardize check cashing priveleges for other
Marines and their dependents. Further, dishonored checks in the post exchange and commissary systems
inerease overhead costs, thereby reducing contributions to the Marine Corps Recreation Fund, which has an ill
effect on the morale and welfare of all Marines.

it should now be cbvious thet you must never write a check in excess of the funds in your checking
account. It is mundatory that you keep your checking account balance current and aceurate, not only for your
sake and the sake of your family, but also for the sake of other Marines and their dependents.

EXERCISE: As a practice exercise, assume that you are going to open a checking account. Blank deposit
sllps, check reglsters, and checks are furnished 10r your use on pages 2-14 through 2-21. Use
the foliowing guidellnes for this exercises

@ Prepare deposit slips as necessary, and record each deposit in your check register.
® Deposit all checks recelved into your checking account.

@ Write checks for each transaction requiring an expenditure, and record each check
in your check register.

Upon i(;om pletion of the following transactions, answer the three questions at the end of this
exercise.
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TRANSACTIONS:

1.

10.

ll.

12.

January 25

You deposit $8C.48 cash to open your checking account.
January 48

Purchase groceries at Bestway Foods, $53.18.

January 30

You recelve your Marine Corps paycheck for $3350. You also receive a $10 check from Aunt Sally s a
birthday zift, Deposit both checks.

February 1

Pay Jones Realty Co. $175 for February rent.

February 51

Pay Johnson Department Store $25.47 for clothing purchased.

February 10s

Purchase groceries at Destway Foods, $57.64.

February 15

You receive your Marine Corps paycheck for $350. Deposit the entire check.

February 17;

Pay the following utility billss
& Water company $ 4.20
b. Gas company 12.00
¢. Electric company 22.00
d. Telephone company 8.80
Februnry 19

a. Pay ABC Credit Union $110 for car payment.
b. Pay Action Auto Service $83.82 for auto repalr.

February 203

a. Pay Tower Laundry $16.33 for laundry service.
b. You recelve and deposit a $60 check from J. Cash for a guitar he bought from you.

February 214
Write a check for $130 to be depositad to your savings account with Basysave Credit Union.

Answer the following questions and check your responses for the entire exercise against
those listed at the end of this study unit.

To avoild the possibility that a check made payable to you is misused, what type of endorsement
should you make on the back of the check?

a. Restrictive ¢. Special
b. Blank d. Personal

2-12
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13. The muss ‘mportant (hing to remember about a checking account is that

14  Based on the previous phase of this exercige, the ourrent balance in your checking account is

a. $118.84. e. $111.84.
b. $261.84. d. $171.84.

=13
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PINESTONE. MO 44030 19
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First Stete Bank
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JOHN DOI
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JOHN DOt
670 MAIN STREEY
PINESTONE. MO 64039
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Work Unit 2-4. CHECKING ACCOUNT RECONCILIATION
RECONCILE (BALANCE) A CHECKING ACCOUNT.

Bank statements for checking accouns (figure 2-7) are normally prepared and mailed on a monthly basis.
They list the amount of each check deducted from your account and the date each was paid, the amount and
date of each deposit to your account, any service charges or penalties, and the previous and ending statement
balance. Some banks will also return your cancelled checks and original deposit slips with the statement,

The ending balance on your checking account statement will seldom agree with the balanee fn your check
register. This is understandable, beoause it normally takes from 3 to 14 days from the time you write and mail
& check untit the check has been cashed or depositad by the payee, processed by their bank, forwarded to a
check clearing facility, and then routed to Your bank. Further, checks seldom clear the bank in the same order
in which you wrote them, since they are written to varlous payees at various locations. However, if the payee
takes the check to your bank to cash, or if the payee's bank i3 the same as yours, the process could be
accomplished in 1 or 2 days. Also, a deposit made late in the day might not appear on your statement if it is

m&at:ed the next day. This, too, would cause your statement to disagree with the balance in your check
register,

To be certain that neither you nor the bank has made an error in your checking account, you must
reconcile your bank statement with your check register. Most banks provide a reconcillation form (figure 2-8),
usually on the back of the statement. To reconcile a checking account, the following steps are taken:

1. Arrange the cancelled checks returned with your statement into numeric order. If you volded any
checks during the pariod covered by the statement, include or make note of those to ensure that no
checks are missing.

2. Qo through your check register and make a mark next to the record of each check which was included
with the atatement.

3. Next, list and total all checks you have written which were not included with the statement. These
checks are known as outstanding checks.

4. I a monthly service charge or a penalty was deducted on your statement, record the item on your
check register and compute te new balance,

5. On the appropriate line of the reconciliation form, enter the ending balance shown on your bank
statement. Add any deposits you have made which were not reflected on the statement, and total the
two figures,

8. Deduct the total amount of your outstanding checks (obtained from step 3 above)

This balance should agree with the current balance on your check register. If it is not the same, verify all
computations in your check register. If no error is found there, carefully repeat all of the above steps. If your
baiance i8 still in disagreement, make an appointment with your bank to have your account reconciied with the
bank records.

An example of the reconciliation process i3 provided as follows. Study the example carefully until you

understand exactly how the process works. You will need to refer to figures 2-7 and 2-8 and the following
data:

@You receive a checking account statement (figure 2-7) dated 21 February 1961.
@The previous statement balance was $324.63.
@The ending statement balance is $328.05.
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@ The following cancelled checks were received with the statement:

NO. AMOQUNT
i 81.21
312 £9.69
313 25.00
314 12.52
315 15.00
s 16.29
7 23.60
s 61.12
3y 10.15

@ An original deposit slip in the amount of $320 was returned with the statement.
@ A service charge of $2 was deducted from the account.

The statement appears as follows:

First State Bank
5432 Grand Street
Checking Account Statement Pinestone, MO 61234
secount  ["57.823-0
JOHN DOE nimbe
6789 MAIN STREET Stetomont |?-z 1-81
PINESTONE, MO 61234 oo [TorT
DATE ODEPOSITICREDIT CHECKS AND CHARGES BALANCE
| provicus sistoment Batonce $324.63
1-24-81 81.21 89.69 173.73
1-29-81 25.00 148.73
2-4-81 12.52 138.21
2-5-81 15.00 121.21
2-7-81 18.29 23.60 81.32
2-14-81 320.00 401.32
2-15-81 61.12 340.20
2-20-81 10.15 330.05
2-21-81 2.00 Service Charge 328.05
Plaase examine this N 2t Danonts | Wenew addedihase depotily | K0 o e | M te Potaaog | Semad, Danana
ot
:2, ﬂlwevzm 1 $320.00 10 $318.58 $328.05

Fig 2-7. Checking account statement.
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Compere the statement with the following check register. You will notice thet as of 21 February, when
check number 323 was written, the balance shown in your check register was $168,29, The checking account
statement, however, indicates that you have a balance of $328.05 in your a’.count.

wumeer Joare DESCRIPTION OF TRANGAGHON e ':.p'lin adeaidl
i " Gastusay Jooda o |2
— M
/312 || 22 Supply 79 e
| * SeAuder. Change Z oo

_account bholanced
/a3 )M”Mm&. 25
/3 W""“Wn. Bett 12|52

S35 vl "'%. " . Sl

wumeen Josre DESCRIPTION OF TAANSACTION """"'_';*" .: ,-;; um::rm mu
V7N Ul i | M
i deaee Lo 23 60| { 23]
St P H HBE %
o ‘ ot iz | Glli2
V318 |3 o ’ he- 2o
‘/JH"ﬁé " Jewer A 0 |t5] '
v i '. ﬁﬁ
320 s Qemme Asabiy 175 OOJ
nusaer |oare DESCHIPTIO OF TAANSACTION e :’ alha | O S
321 /s E-I Cradiz O ¢ (00
372 i W AT
120" Daposit 100
e Stk Qapt. Ao 2a\e/
123 ¥ hint © dlocks
" St choage 1100

To reconcile these balances, the following steps wete takens

1. The cancelled checks recelved with the statement were put in order and noted on the check register
by placing @ check mark (v} next to the record of each,
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2. The $320 Jeposit listed on the siatement was noted in the check register b
next to the record of the deposit. reg y placing a check mark (s

3. The $2.00 service charge listed on the statement was deducted from the existing balance |
register, resulting in a new balance of $166,29, ng balance in the check

4. ‘The checking account reconeiliation form was completed as follows:

First State Bank
8432 Grand Street
Pineatone, MO 61234 Chacks Gameianaing
Chaths wiiltyn bul iyl shown on sisiemant
No. 320 |9 115 |00
321 2/ 100 |
__&—‘/LT_E_
323 23 | (o] ]
ENDING STATEMENT BALANCE © 328.0
ARENO SO on s stewen 100,00
TOTAL _Y428.08
At — 206176
g:&tgglg:gglﬂ.:géem s ’ b" . 2& Total __$ zco l | 2{04

Fig 2-8. Checking account reconciliation form.
@ The ending statement balance ($328.05) was recorded in tha appropriate place on the form.

€ The $100 deposit made on 20 February (see check register) was not shown on the check
statement. This deposit was recorded in the appropriate space on the form. i€ acoount

@ The ending balance ($328.05) and the deposit not shown on the statement ($100) were totaled
recorded in tha appropriate space on the form (Total $428.03). ere fotaled and

® The checks recorded in the check register which were not received with the statement were listed by
number and amount in the "checks outstanding™ portion of the reconciliation form. Note the check register.
Those checks which do not have a check mark @ , to indicate that they were returned are check numbers 320,
321, 322, and 323. After listing these checks, they were totaled and the total amount recorded ($261.76).
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@ This total ($281.78) is then recorded in the appropriate space on the {orm and subtracted from the
total above it ($428.05).

@The resulting balance is $166.29, which agrees with the current balance in your echeck register.
If the balances do not agree, the following steps shouid be taken:

l. Verify that the amount of each check on the statement agrees with the amount recorded in your
check register.

2. Verify that the amount of each deposit on the statement agrees with the amount recorded in your
check register.,

3. Verify that the amount of each check in your register has been deducted and that the amount of each
deposit in your register has been added.

4. V:;g;‘r that you have deducted all service charges or penalties listed on the statement in your check
register.

5. Verify that the corcect balance has been carried forward when starting a new page in your check
register.

6. Verify that all additions and subtractions were properly computed in your check register.

If no errors were found in your check register after completing the above verifications, re-verify the
reconciliation form. 1f no errors exist there, you must contact your bank for assistance in getting your

account to balance. Do not delay in getting the account reconciled. The longer you walt, the worse the
matter will get.

After reconciling your account, it is wise to keep your bank statement and deposit slips for a period
of time in case you need to refer to them at a later date. Also, you should retain your ecancelled checks
for at least 3 years for income tax purposes.

EXERCISE: A copy of the check register you prepared in the previous work unit i3 provided on the next
page. Using the register, the checking aceount statement on page 28, and the reconeiliation
form on page 29, reconcile your checking account based on tae circumstances listed below.
Upon complation, answer the questions at the end of the exer«ise. Then, verify your work
with the completed reconciliation form and check register located at the end of this study
unit.

@ You receive a checking account statement dated 21 February 1980.

@ The ending oalance shown on the statement is $321.13.

@A service charge of $3 was deducted from your account.

@The following checks and deposit slips were recelved with the statement:

CHECKS DEPOSIT SLIPS
$53.18 .
175.00 360.00

$7.64 350.00
12.00
22.00
110.00
16.53

-
—
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DESCMPTION OF TRANSACTION

LLLL_LARET Dy o "

UL VPR T [

BALANCE
T3 Goan. atcount - Lhpose el &0 48
_47 4 &Eﬁ
173" Thatway JFooda CZY L 113
= o o Je5 o] a0l
Z " gonas Haalky &0, 173 po

NUMBER DEBCHIPTION OF TRANSACTION ol g B It L M
v DATE t— i) 109 'Té
‘ﬂq Daposie 150 jog) 350100
s [/ Latan Compary. 9 20 120
fab. fild N :
b P o Company /12 00 {2
T me Mmtf 22 Yool 2
3 [ *M%q S—FO ' - .'o
_q— " RaC Casclid ‘m' HO |m| I ‘.} 'b
Job auto amt . i}
) s 1 Batance
NUMBER [oATE DESCAIPTION OF TRANBAGTION e ‘: 4N o 30219
& R Qesion Quto Seawice | 33 82 ’r!I
i Jewen ofaundry befs_S' a7 %g
n Tt deagdae Cuudik 150 0O

savings. dposit
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First Stat: Bank
5432 Grand Street
Checking Account Statement Pinestone, MO 61234
Avoount | §7_829.0
JOHN DOE hooser |
6789 MAIN STREET Satement [z-:u-sl
FINESTONE, MO 61234 noone |’°’ -
DATE DEPOSIT/CREDIT CHECKS AND CHARGES BALANCE
[ Provious siesement oaiance NONE
1-25-81 80.48 60.48
1-30-81 360,00 420.48
2-1-81 33.18 387,30
2-4-81 175.00 192,30
2-8-81 37.64 134.66
2-15-81 350.00 484.86
2-20-81 12.00 22.00 450.86
2-21-81 110.00 18,53 32413
2-21-81 3.00 Service Charge 321.13
fmmens,,  [SES |mena s Inec |mmmre, | menten
&
any QIsoreeancy 3 $770.48 8 $449.35 $321.13
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First State Bank
3432 Grand Street
Pinestone, MO 61234

ENDING STATEMENT BALANCE s

ADD ANY DEPOSITS MADE WHICH +
ARE NOT SHOWN ON THIS STATEMENT

TOTAL

SUBTRACT ANY —_
QUTSTANDING CHECKS

BALANCE (8! JULD AGREE WITH $
CHECK REGIS.’ cR BALANCE)

Chacha Outstanding

Chachy wiiiten bui not shown on Hshemial

No.

$

Total
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1. Checks which you have written that are not included with your monthly bank statement are known as

a. cancelled checks. ¢.  vold checks.
b. outstanding checks. d. paid checks,

2. Yon should rotain your cancelled checks for income tax purposes for a period of at least

a. 4 years, ¢. 2 years.
b. 3 years. d. 1 year.
3. Based on the checking account reconciliation you completed In this exercise, your current checking
aceount belance is
a. $48.84, c. $51.84.
b. $108.94. d. $111.84

Work Unit 2-3. SAVINGS ACCOUNTS

IOENTIFY WillCH TYPE OF FINANCIAL ORGANIZATION OFFERS THE LOWEST RATE OF
INTEREST ON SAVINGS AND WHICH TYPE BASES ITS MEMBERSHIP ON A COMMON BOND.

STATE WHY YOU SHOWLD NOT PLACE ALL OF YOUR SAVINGS IN A SPECIFIED TERM
SAVINGS ACCOUNT.

The first step toward success in saving i3 to start, and the second step is to save larly. Even if you
save only a small portion of your earnings each payday, you have esteblished a wccess% savings program.
Any amount put Into savings guarantees that you will have the money available when you really need it.

Maintaining a regular savings plan is extremely important., Savings may be needed for unexpected
expenses, such as emergencies, home or automobile repalr, emergency leave, etc. They may also be used for
vacations, an education fund for yourself or your children, large cash puchases, ete.

There are several different approaches to savings plans. Remember, ag stated when discussing budget
formulation in the first study unit, you should allot a certain percentage of your income toward savings as if it
were an expense, Probably the best way to do this is to have your savings automatically withheld from your
paycheck. Therefore, you are not tempted to use the money for something else, you don't have to physically
make the depasit to your account, and the same amount will always be deposited. This can be achieved in
either of two ways. First, you can start an "8" (savings) allotment to the financial organization of your choice.
A set amount of money will be withheld from your pay at the mid- and end-of-month paydays, and the money
wiil be automatically deposited to your account at the end of the month. The other method involves the
purchase of U.8. Savings Bonds. Many Marines purchase bonds by means of a "B" allotment deduction from
their pay. There are numerous amounts and types of savings bond deduction plans, and more information about
them can be obtained at your edministrative or disbursing office, or trom your savings bonds officer. '

You should also be aware of some of the financial organizations you may choose from to keep your savings
in. A brief deseription of several of these follows:

@ Commercial bank. Commercial banks recelve a ~harter (legal permission to operate) from the Federal or
state government. They offer three basic services to their customers: lending, saving, and checking. The rate
of interest on savings accounts paid by a commercial bank will probably be Jower than the interest rate paid by
some of the other financial organizations deseribed below, but a commereaial bank usually guarantees that it
will pay the rate specified. wome financial organizations do not guarantee the payment of a dividend.

@ Mutual savings bank. Mutual savings banks are located primarily in the eastern United States. They were
founded for the convenience and benefit of savers. Dividends are paid out of earnings at an established rate.
The rate is comewhat higher than that offered by commercial banks, gince the payment of dividends is not
guaranteed (although the principal and accumulated past dividends are generally insured by the Federal
government), Historically, very few dividends are missed, but you should be aware that this could happen.

@ Savings and ican association. Savings and loan associations receive a charter from the Federal or gtate
government and offer savings and lending services., Dividends are paid to the savings account holders out of
the assoclation's earnings. These dividends are not always guaranteed, and the asco¢iation may reduce the
anticipated dividend rate because of profitability probiems, although this is very rare,
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@Credit union. Credit unlons are unique financlal institutions. They may be chartered by an agency of the
state or by an agency of the Federal government. They do nnt conduct business with the general pubile in the
manner thet a commercial bank, savings bank, or savings and loan association does because their charters
usually restrict them to serving groups having & common bond of occupation, assoclation, or residence. Before
anyone can become a member of a ¢redit union, thcy must be within the fleld of membership set forth in the
charter. Many credit unions are located on or near military instullations and would be convenient for your use.

Regurdless of which type of financial organization you choose for savings, it is very important that you
oniy entrust your money to one which carries insurance to protect you in case the financial organization should
fail. This is insurance to protect your accumulated funds, not just the dividends on your funds.

The names of some agencies which offer this insurance to financial organizations are Federal Deposit
insurance Corporation (FDIC), Federal Savings and Loan Insurance Corporation (FSLIC), National Credit Union
Administration (NCUA), and State Credit Union Share Insurance Corporation (SCUSIC). Financial organiza~
tions must pay a premium for this insurance protection for you. A financial organization that does not carry
the insurance often pays a higher interest rate on savings accounts. However, the saver has no protection

from losing part or all of the money in the account if the financial organization defaults. Although not a
common occurence, this has happenad.

You may find thet the financial organization you ehoose for your savings account offers several types of
suvings accounts with varying interest rates. In addition to normal savings accounts from which your money
can be withdrawn at any time, you may find savings aceounts for specified terms, such as 90 days, 8 months, 1
year, 3 years, $ years, etc., or a Certificate or Deposit (CD) account which Is also for a specified term. These
accounts earn a higher interest rat: than a normal savings account, but you should be aware that you may be
penalized if you withdraw any of your funds from these accounts prior to the expiration of the specified term.
For example, if you deposited $500 In a specified term aceount of 8 months, but needed to withdraw the money
3 months later, you would receive no interest for those 3 months. If you withdrew the money after 3 months,
but prior to the expiration of the specified term, you would receive interest on your deposit at a lower rate.
For this reason, {f there is any possibillty of needing to use part of your savings for an emergency, you should
keep a portion of the funds In a regular savings account.

No matter what type of financial organization {ou choose for your savings account or what type of savings
plan you establish, the two things to remember are (1) to start and (2) to save regularly.

EX ERCISE: Answer the following questions and check your responses against those listed at the end of
this study unit.

l. The rate of interest on savings accounts will probably be jowest at a

a. mutual savings bank. ¢. commercial bank.
b. ereditunion. d. savings and ioan assoclation.

2. A financial organization which bases its membership on a common bond of occupation, association, or
residence is a

a. mutual sevings banic. ¢. commercial bank.
b. credit union. d. savings and loan association.

3. As opposed to all of your savings belng in a specified term savings account, you should kaep a portion
of your funds in a regular savings account because

Section l. DIRECT DEPOSIT
Wwork Unit 2-6. DIRECT DEPOSIT

LIST THE FOUR FEATURES OF DIRECT DEPOSIT WHICH ARE BENEFICIAL TO
MARINES.

IDENTIFY WHERE TO GO TO ELECT PARTICIPATION IN DIRECT DEPOSIT.

IDENTIFY HOW TO DETERMINE THE AMOUNT DEPOSITED TO YOUR ACCOUNT UNDER
DIRECT DEPOSIT.
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Direct Deposit is the U.8, Treasury's trade name for an electronic funds transfer system. On
18 November 1978, the Marine Corpe joined the growing number of Federal agencies using this system. Prior
to that time, the Marine Corps had been sending Marines’ pey to their financial organizations under a
composite check system. Direct Deposit is much faster and more reliable because it uses the Federal Reserve
Distribution System, whereas the former System was dependent upon the U.8, Postal Service,

Diveot Deposit payments are compiled on magnetic tape at pay computation time and hand-carried to the
Federal Reserve Bank in Kansas City., The data is electronically transmitted through the Federal Reserve
Distribution System to the appropriate area Federal Reserve Bank and then distributed through a clearing
house or directly to the appropriate financial organization,

Direct Deposit has four features which are very beneficial to Marines, First, your pay will be deposited in
your account on payday, even if you are away on temporary duty or on leave. Second, there is no waiting for
mail delivery 10 get your paycheck. Third, you will not have to walt in line at your financial organization to
cash or deposit your paycheck. Fourth, and most importantly, you are assured of safe deposit of your pay;
there is no chance of your cheok being lost or stolen.

All Marines are encouraged to apply for Direot Deposit. Standard Form 1199A: Direct Deposit Sign-Up
Porm, is the only form used to elect participation in Direct Deposit. When you have decided which financial
orgenization you want your pay sent to, you should go to that institution and fill out the SF 1189A. The
financia) organization will mail the original of the form to the Marine Corpé Finance Center in Kansas City,
Missouri, retain the second eopy of the form, and give you the third copy for your records.

After the above procedure, your pay will soon be sent to your financial ofganization and be available for
your use by the opening hour on payday. Because of the paperwork involved and the timeframe for submitting
information to the Marine Corps Joint Uniform Military Pay System (JUMPS) for inclusion in a particular pay
cyele, the pa{day your firat deposit goes to the financial organization may vary. However, you will receive
your paycheck in the usual manner untll the automated procedure for Direct Deposit has been completed.
When your first deposit goes to the financial organigation, the information will be shown on your leave and
earnings statement (LES) if it is for the mid-month payday. If it is for the end-of-month payday, you will
receive an advice-of-deposit notitication giving you the date and the amount that will first be deposited in
your account.

Once the firat deposit has been made, future deposits will be made automatically, and will always be the
amounts shown on your LES in the "forecast amounts” area (Dlocks 39 and 30), unless you are advised
otherwise. Block 29 will contain the amount of your pay for the 13th of the month, and Block 30 will contain
the amount of your pay for the 30th of the month. If the actual amount of your pay is different from the
amount in block 30 by $5, either more or less, you will receive an advice-of-deposit notification giving the
actual amount of your pay for that payday. The amount for the payday of the 15th will not differ from the
amount in block 29 unless You enter & nonpay status, The amount in bloek 29 for the payday of the 15th and
the amount in block 30 for the payday of the 30th (or the amount on your advice-of-deposit notification, as
appropriate) are the amounts that you should enter in your check Pegister, savings account record, credit union
deposit record, or other record of your account at your financial or anization,
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EXEH®CISE: Answer the following questions and check your responses against those listed at the end of
the study unit.

1.  List the four features which are beneficial to Marines being paid by Direct Deposit.

b.

c.

d.

2. To elect participation in Direc’ Deposit, you must fije an SF 1199A. The form must be obtained from

your
a. commanding officer. ¢. financial organization.
b. disbursing officer. d. legal assistance officer.

3. To determine the amount of money depasited to your account under Direot Deposit, you should

a. ask your financial organization.

b. ask your disbursing officer.

¢ check the monthly bank statement you receive.

d. check the amount forecast in blook 29 or 30 of your LES, unless your are advised otherwise.

SUMMARY REVIEW

in this study unit, you learned to identify at lesst three services offered by different types of

organizations: combination accounts, bill paying accounts, and the use of credit cards to back up checking
eccounts. You Jearned that the most important reason for having a checking account s to keep from carrying
or leaving large amounts of cash around. You learned to define what a deposit slip, a check reglster, & check,
and a bank statement are. You also learned how to prepare deposit slips, a check register, and checks, to
identify different types of check endorsements, and to reconcile a checking account. You learned that
conmercial banks usvally offer the lowest interest rate on sa acoounts, that credit unfons base their
membership on a common bond, and that you should not place all of your funds in a specified term aceount in
case of emergencies. Finally, you jearned that Nirect Deposit offers four benefits to Mariness "ﬁmr pay is
deposited in your aceount on payday; there is no walting for maildeuvorytoryourp?omeks you

to stand in line waiting to cash or deposit your paysheck; and there is no chance of your eheck being lost or
stolen. You also learned that you should go directly to your financial organization to enroll in Direct t,
and thet you should check blocks 29 and 30 of your LEB to determine the amount deposited to your ascount
unless you are advised otherwise,

Answers to Study Unit #2 Exercises
work Unit 2-1.

Work Unit 2-2.

1. it is unwise to carry or 1eave large amounts of cash around.
2. d.
3. a.
4, b,
5. c.
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work Unit 2-3. (TXANSACTIONS 1-11)

7.
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work Unit 2-3. (QUESTIONS 12-14)
12. a
ia. that you must never write checks in excess of the amount you have in your checking account.
4 o
work Unit 2-4.
L. b

3 b
3. b
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l. e.
2. b

J. tl.uere is a possibility you may need the funds for an emergency.
work Unit 2-6.

l.

apRpPE

your pey will be automatically deposited in your aceount on payday.
no waiting for mail dellvery to get your paycheck.
no standing in line at your financial organization.

safe deposit of your pay; no chance of your check being lust or stolen.
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STUDY UNIT 3

CREDIT, LOANS, AND LARGE PURCHASES

STUDY UNIT OBJECTIVEs UPON SUCCESSFUL COMPLETION OF THIS STUDY
UNIT, YOU WILL BE ABLE TO LIST SEVEN GUIDELINES WHICH MUST BE
FOLLOWED REGARDING THE USE OF CREDIT AND TO IDENTIFY THE FIRST
THING TO DO IF YOUR FINANCIAL SITUATION REACHES A CRUCIAL STAGE.
YOU WILL BE ABLE TO LIST THREE GUIDRLINES TO BE FOLLOWED IN
CONSIDERATION OF OBTAINING A LOAN. YOU WILL BE ABLE TO LIST FIVE
MAJOR CONSIDERATIONS WHICH MUST BE MADE PRIOR TO PURCHASING A

» AND TO DEFINE THE TERM "ESCROW ACCOUNT." YOU WILL ALSO
BE ABLE TO LIST FIVE EXPENSE ITEMS WHICH MUST BE CONSIDERED PRIOR
TO PURCHASING A MOTOR VEHICLE, AND TO IDENTIFY WHEN STATE SALES
TAX MUST BE PAID ON THE PURCHASE OF A MOTOR VEHICLE.

Section !. CREDIT AND LOANS
Work Unit 3-1. CREDIT

LIST THE SEVEN GUIDELINES TO BE FOLLCWED REGARDINC THE USE OF CREDIT.
LIST TWO ANNUAL RATES OF INTEREST.

Credit, in a literal sense, means "buy now, pay later.” Credit permits you to purchase goods as you need
them, but pay for them over a peri J of time. {f credit were not available, very few people could purchase a
home, &n automobile, furniture, television and stereo sets, and many other items costing more money than
they have available from their regular pay for such purchases. And if only a few homes were built, a few cars
manufactured, ete., the many people employed In these industries would be out of work. The economy of oup
country, and of the world, is very dependent upon the availability of credit to consumers.,

The system of credit is, in effect, a loan of money, and you always pay extra when you borrow money.
The use of credit can help to ensure a reasonable standard of Hiving for you by permitting you to purchase an
item such as a home oF automobile to use and enjoy immediately while paying for it over a period of time.

Credit is not, however, a substitute for sound financial management and systema.ic savings. The
improper use of credit car. create big financial problems. If you have used eredit improperly and have a
financial erisis now, you must take immediate steps to work out this problem. This study unit will help you
avoid misusing your credit in the “uture.

Seven guidelines regarding the use of credit are listed below. They should be earefully noted now. and
reviewed whenever you anticipate making a purchase on eredit.

@Use credit only for necessary goods priced much higher than you can afford with one or two
checks. Be certain the item is really neeessagI right now. Do you need it immedietely or ME' you wait a
few weeks or months until you could buy It for cash?

@ Use cred. . for goods having a useful life which is longer than the period of time that you are making

ments for them. It can be raging and disappointing to be making payments on an item which can no

fonger be used, such as an automobile which no longer runs, of furniture which has worn out and must be
discarded.

@ Make as large a down payment as possible. Cah you wait a few weeks or months to purchase the item
while you save money for a larger down payment? This will reduce the amount of your payments, the number
of months you must meke payments, or both.

@ Set a spending limit for the amount of you: monthly payme-t. Be certain that you will be able to
include the monthly payment within your budget when it is due.

@When ﬁou have finished paying jor an item purchased on ecredit, do not be tempted to buy another
item immediately. Instead, try to put the amount of money that covered che monthly payment into your
savings, or use the money to pay off sther itcms elready purchased on eredit.

3-1
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@ Pay in excess of Your minimum monthly payments. if you find it possible within your budget to pay
3 or 10 dollars more than your minimum monthly payment, do go. You'll end up paying the bill more quickly
and, in most cases, pay less by avoiding some of the finance charges,

@Beyond those just mentioned, the most important guldeline regarding credit is the rate of interest you
must pay for its use.

In the past, nearly all business concerns which dealt with the use of credit cards or time-payment plans,
e.g., department stores, oil companies, etc., and bank credit cards, such as VISA and Master Card, called for &
finance charge (interest) of 1 1/2 percent on the unpaid balance of your account per mouth. Some still charge
1 t/2 percent. Yet many companies have begun charging approximately 1 4/5 percent interest, and they

charge the interest from the date of purchase as opposed to once a month on the unpaid balance of your
account.

Neither of the interest charges sound as if they amount to much, yet when computed on an annual basis,
1 1/2 percent per month is 18 percent per year, and 1 4/5 percent per month is approximately 22 percent per
year!

In the previous study unit, it was mentioned that you should "shop around” at various financial
organizations to see what different types of services or accounts they offered. The same applies to the use of
credit. Although most companies basically charge the same rates of interest, some may offer a lesser charge
or no charge at all as an incentive for you to do business with them. Therefore, it is also wise to "shop around”
where credit is concerned.

Probably the biggest disadvantage regarding the use of credit I8 that it's too easy to use, and almost
encour unnecessary spending. To avoid such spending, only carry your gredit cards when you actually plan
on purchasing an item or service on credit. Otherwise, impulse buying Is slmost a certainty. If you find that
this works for you, be sure to store your credit cards in a safe place to avold' their loss or theft.

Proper use of credit can best be accomplished by planning for its use. Only after a careful study of your
tinancial situation (to include preparation of a new budget) can you really declide whether or nnt to use credit.

ENXFRCISE: Answer the following questions and check your responses against those listed at the end of
this study unit.

1. List the seven guidelines you must fcllow concerning the use of credit.

a.

b.

c.

d.

‘.

g.

——— et = -

oo e ——

2. Based on current monthly rates of interest (1 1/2% and approximately 1 4/5%), what are the annual
rates of interest?

11/2%= % and 1 4/6%= %
Work t'nit 3-2. 1.OANS
IDENTIFY WHAT TO DO IF YOUR FINANCIAL SITUATION REACHES A CRUCIAL STAGE.

LIST THE THREE GUIDELINES TO BE FOLLOWED IN CONSIDERATION OF OBTAINING A
LOAN,

Obtaining A ioan does not Always have to be considered disadvantageous. Loans, which are a form of

eredit, nte made for MANY NCCCSSATY purposes, e.g., to purchase a house, automobile, furniture and appliances,
ote.. to tinahee the cost of trips, vacadons, or moving, or to pay for major hone or automobile repairs.

71




Another reason for borrowing money, which is considered disadvantageous and shouid be avoided If at all
possible, is to borrow money because you owe money. The old adage of "robbing Peter to pay Paul” applies.
This type of loan [s Intended to help consolidate many debts into one debt. An advantage could be gained, in
that your one monthly payment may be smaller than the total of many monthly debts, but the loan often
Involves & much longer repayment period, and more total interest must be pald out. Except under special
clrcumstances, It is always better to let your debts stand than to consolidate. As opposed to consolidation, an
alternative does exist if your finenclal situation 18 at or near a crisis stage. The alternative is to see your
legal assistance officer, who will review your situation and recommend action to resolve your problems and
help you obtain a sound financial condition.

In addition to the guidelines previously mentioned concerning credit (most of which apply), there are three
major guidelines which exist concerning loans: choosing the right financial organization, ensuring that a
prepayment penalty clause does not exist, and knowing all of the facts .oout your loan.

@ Choosing the ﬂﬁt financial organization. There are many kinds of lending Institutions and loan plans.
Some advantages a sadvantages of these are as follows:

Credit unions are generaily best-suited when it comes to borrowing money. They often require a
smaller down payment on new autos than other lending institutions and provide loans at a lower Interest rate
than other sources. Also, ituiitary credit unions normally authorize a borrower to transport mortgaged

property with a minimum of paper work. They may, however, require a member to maintain a share balance
equal to their monthly loan payment.,

Commercial banks or savings and loan associations may offer lower interest rates on loans than some
finance companies, but usually requlr: a mueh better credit rating.

Finance companies may be easier to obtain a loan from than the financial organizations lsted
directly sbove. However, this may not really be st advantage if your financial record is bad or the amount of
the loan is excesslve in comparison to the amount a more conservative lender wiil allow. Further, higher
Interest rates are usually charged, and a prepayment penalty clause is not uncommon.

@ Ensuring that a prepayment penalty clause does not exist. Some eredit contracts contain a clause limiting
your right to make larger payments or to completely pay off the loan before the original term ends. Should
you want or need to alter the payment amount or term, a penalty would be assessed for paying off the loan
early. This precautionary information concerning prepayment is especially important for Marines because they
and their familles move to different areas frequently and would not always want to continue a loan at their old
location; i.e., they might want to sell a home, car, furniture, ete. before moving to a new location, possibly
overseas.

@ hnowing all of the facts about your loan. You should be certain you know all the facts about your loan
before you sign a note or contract. The Consumer Protection Act, also known as the Truth In Lending Act,
requires that the lender give full disclosure of all costs of the loan, including the true, annual interest rate.
The lender must also tell you what the extra charges are, i.e., the interest rate and the total amount of
Interest you will pay, if eredit life insurance or health and accident Insurance is required, If there are fees for
Investigating your credit, or if there are any loan handling fees. Learn the total cost and get it In writing, to
inciude the monthly payment amount, the intecest rate, and the letgth of time the loan will % In effect.

EXERCISE: Answer the following questions and check your responses against those listed at the end of
this study unit.

l. I you find that your financial situation is at or near a crucial stage, the first thing you should do is

a. obtain a consolidation loan, e. see your lega) nssistance officer.
b. get a part-time job. d. aavise all of your creditors.
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2. List the three guidelines to be followed in consideration of obtaining a loan.

b.

c.

Section Il. LARCE PURCHASES
As previously mentioned In this study unit, many large purchase items simply must be purchased on credit.
The two previous work units have provided guidelines concerning credit and loans. in addition to those
guidelines, there are other considerations which must be made prior to making large purchases. This section
will deal specitically with the purchase of a house and motor vehiele.
Work Unjt 3. PURCHASING A HOUSE

LIST FiVE MAJOR CONSIDERATIONS WHICH MUST BE MADE PRIOR TO PURCHASING A
HOUSE.

DEFINE THE TERM "ESCROW ACCOUNT.”

The largest purchase most people make during their {lfetime is the purchase of a house, and some
consideration should be given to the following items before making such a purchase:

@ Location. Is the house near schools, churches, a shopping center, a hospital, and publle
transportation?.

@ Servicues. Are police and fire protection, trash disposal, medical service, ete. available?
@ Condition of erty. WIll expensive repairs be needed soon (such as new roof, plumbing repairs,
electrical repairs, Eea%ins, ete.)? Will you need to purchase appllances, carpeting, drapes, ete.?
The above is only & partial and somewhat minor list of things everyone should consider when buying a
home. Five major considerations which must be made are as follows:

@ Down ment on loan - though not always required, can be a subatantial amount (thousands of
doliars) and must be paid immediately.

@ Closing costs on 1onn - at least several hundred dollars and must be pald immediately. Closing costs
are miscellaneous charges paid at the time tne house is purchased, and mey include property taxes, loan
origination fees, title insurance, property inspection or survey fees, and legal fees.

@ Insurance premium - to cover loss to home and/or contents. You are usually required to pay the first
year's premium immediately.

@ Utility deposits - often required by each utillty company and can be expensive if you have had no
prior service.

@ Cost of assessments, taxes, insurance, eto. - Billings for special assessments, taxes, and insurance
premiums are usually made annually. Sometimes they are paid directly by the owner, but more often are paid
by the mortgage company from an escrow account. Each month a portion of your mortgage payment goes
toward a "fund® (your escrow account) for payment of your annual insurance premiums and taxes. Most
mortgage companies require that an escrow account be maintained. If the amount of your taxes, special
assessments, or insurance premiums Increase, the amount of ysur monthly mortgage payment will also
increase, 30 that the proper amounts will be In your escrow account when the bills are due. Most mortgage
companies adjust their csercw accounts each year, and you can be asked to pay an additional amount
immediately if your escrow account does not contain enough money to pay your current charges. Then, your
monthly mortgage payment will be increased so the correct amounts will be svallable next year.
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Many Marines nru probably not yet concerned about purchasing a hoine, hut the tiine may comne when they
#ill need to consider it. If you are interested in buying a ho.ne, you night check with your legal assistance
officer to get a nore detaii.d explanation of what i3 Involved. At any rate, do not be discouraged or

frightened away from home ownership by the process of buying house. 1f you can afford 1t, home ownership is
certainly 4 wise investinent,

EXERCISE: Answer the following questioaa and check your responses against those listed at the end of
this study unit.

1. List five major considerations which nust be made prior to purchasing a house.
He

b.
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e.
2.  Most homeowners have annual bills for taxes, insurance pre.niums, or assessments on their home paid
hy their inortguge company from what type of an account?

Work Unit 3-4. MOTOR VEHICLE PURCHASES

LIST THE FIVE EXPENSE [TEMS WHICH MUST BE CONSIDERED PRIOR TO PURCHASING
A MOTOR VEHICLE.

IDENTIFY WHEN STATE SALES TAX MUST BE PAID ON THE PURCHASE OF A MOTOR
VEHICLE

Motor vehicle ownership carries a big responsibility and can be very expensive. As referred to in this
work unit, the term motor vehicl~ includes cars, trunks, vans, .notorcycles, recreational vehicles, and in some
instances, boats, Five expense ite < which result from motor vehlele ownership will be discussed in this work
unit. They should be carefully consiour .d before a decision to purchase js made. The expense items are as
followss

@ State sales tax. In many stutes, a seller (new or used motor vehicle dealar or private individual) does
not collect state saies tax ou the transaction. The buyer must pay this tax when the title registration and
license piutes are obtained. Tnis can be a large amount {several hundred dollars on a new car). Be eertain that
you have considored this itein when budgeting for a motor vehicle purchase.

@ Personal property taxes. Many counties or cities assess a personal property tax on vehicles, and
require that this tax be paid before you are permitted to purchase your license plates.

@ lnsurance. Insurance is very expensive, and the cost is constantly rising. Most states require that you
carry at Jeast personal liability insurance, which eovers other cars in an accident, but which does not cover
your vehlcle. You can iose your driver's license in thesc states, as well as be fined, if you are at fault in even a
minor accident and do not carry liability insurance. Most lenders require that you also carry comprehensive
insurance to cover the cost of repairs for damage caused by weather (hail, flood, etc.), theft, or vandalism,
and collision insurance to cover the cost of vehicle repair when your vehicle is damaged in an accident during
the term of the loan. Insurance rates vary from state to state, but are usually higher for males under the age
of 25. Therefore, inale Varines in this age bracket will probably have an exceptionally high insurance cost.

The comprehensive and collision insurance mentioned above will probably have & deductible clause. This
nexns that the vehicle owner will have to pay the first $50, $100, or whatever ainount the deductible is of the
cost for repair of the damage. Unfortunately, this is true for each loss you have, so if you have two or three
losses, this iten alone could neun a $200 or $300 unplanned cxpense.
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@ Warranties and repair,. Most new vehicles carry a factory warranty, and although the length of the
warranty varies from manufacturer to manufacturer, it does protect you for a specified perlod of time. Some
used vehicles purchased from & dealer include some type of warranty, but there is usually no warranty or
guarantee on a car purchased from an individual. When your warranty expires, or if you did not have one, you

could have fairly large repalr expenses. Would your budget have room for these?

@ Operation and maintenance. In addition to the known and possible expenses mentioned above, you
wiil have the cost of your monthiy payment, as well as the actual cost of operating the vehicle: gasoline, oil,
new tires, tune-ups, ete.

Atter considering the above, you must determine whether your present financial situation will permit
automabile ownership at this time. What are the alternatives? Could you car pool or use base or publle
transportation? is an automobile mandatory for you at this time? If it is, ensure that your budget can be
changed 50 that you will hava the funds necessary for vehicle ownership, operation, and registration.

EXERCISE: Answer the following questions and check your responses against those listed at the end of
this study unit.

1. When purchasing a motor vehicle, state sales tax is
a. collected by the seller.
b. collected by the buyer.
¢. paid by the seller at the time of purchase.
d. paid by the buyer when the title registration and license plates are obtained.
2. List the five expense items which must be considered prior to purchasing a motor vehicle.
a.

b.

e.

d.

SUMMARY REVIEW

In section I of this study unit, you learned that the most important guideline regarding the use of credit is
the rate of Interest you must pay for its use, and to identify other guidellnes which exist concerning the use of
credit. You learned that two annual interest rates are 18 and 22 percent. You learned that when considering
whether or not to borrow money, you should choose the right finaneial organization, know all of the facts
about your loan, and ensure that your Joan does not have a prepayment penalty clause. You also learned that
you should see your legal assistance officer should your financial situation reach a crucial stage.

In section 1l of this study unit, you learned that you must consider five m facets of home ownership:
the amount of the down payment and closing costs, the cost of insurance premiums and utility deposits, and
the cost ot assessments, taxes, and annusl insurance. You also learned what cxpense items must be considered
prior to purchasing a motor vehicle: state sales tax and personal property taxes, the cost of repairs, operation
and maintenance, and the ¢ost of insurance which may be required.

Answers to Study Unit #3 Exercises:
Work Unit 3-1.
1. a. Use credit only for nccessary goods having a price tag much higher than you can afford with one
or two paychecks,

b. Use credit for goods having a useful life longer than the period of time you must make payments
for them.
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c. Make as large n down payment as possible.
d. Set a spending limit for the amount of your monthly payment.
e.

When you have finished paying for an item purchased on eredit, do not be tempted to buy another
jitem immediately.

f. Pay In excess of your minimum monthly payments if possible.
g- The rate of interest you must pay for the use of credit.

2. 18% and 32%

Work Unit 3-2.
l.
2. Choose the right financial organization.

c.
..
b. Know all the facts about your loan.
¢. Ensure that a prepayment penalty clause does not exist.
Work Unit 3-3.
l. a. Thedown payment on ! vloan.
b. The closing costs on the loan.
c. Insurance premiums.
d. Utility deposits.
e. Taxes, annual insurance, assessments.
2. an escrow account.

Worx Unit 3-4.
l.
2. The cost of insurance.

The cost of repairs.

The cost of operation and maintenance.

State sales tax.
Personal property tax.
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STUDY UNIT 4

THE LEAVE AND EARNINGS STATEMENT {1,K8)

STUDY UNIT ORJECTVE: DPON SUCCESSFUL COMPLETION OF THIS STUDY
UNIT, YOU WILL, BE ABLE TO IDENTIFY WIIERE INFORMATION (‘AN HE
LOCATED) ON THE LES. STATE TWO PUHPOSES FOR UTILIZING THE
FORECAST AMOUNTS DUE ON THE LES. AND IDENTIFY WIIO TO SEEK
ASSISTANCE FROM IF YOU DISCOVER AN ERROR OR 1IAVE OUESTIONS
CONCERNING YOUR [LES. YOU WILL BE ABLE TO BRIEFLY NESCRIBE EACIr
AREA IN BLOCK 27 OF THE LES AND TO COMPUTE A FUTURE LEAVE
BALANCE, YOU WILL BT ABLE TO BRIEFLY DESCRIBE EACH OF THE 8IX
AREAS IN SECTION F OF THE LES, STATE THE DIFFERENCE BLETWEEN
CONTINUING AND ONE-TIME ELEMENTS OF PAY, AND LIST THHEFR
EXAMPLES OF EACH. YOU WILL BE ABLE TO CCOMPUTE NORM PAY RBASED
ON INFORMATION CONTAINED IN SECTION F OF THE [,ES AND TO INENTIFY
THE DIPFERENCE RETWEEN NORM AND YARIABLE PAY, YOI WILL ALSO BE
ARLE TO STATE THE THREE-STEP PROCESS USED IN NORM PAY
COMPUTATION, AND WHY DELAYS MAY OCCUR IN THE PROCESSING OF A
PAY ANDJUSTMENT.

Each Marine on active duty is furnished a leave and earnings statement {LES} on & inonthlv hasis. The LES
gives detailed information covering the individual Marine's pay account for the previous month and provides
forecasted amounts due for the pavdays of the current month, Using vour LES can he of great henelit when
preparing a hudget. hut more importantlv, the I.F%. provides a detailed accounting to ench Marine of their
leave balance, pav entitlements and deductions, and pay received.

Section I. THE LES AND THE LEAVE ACCOUNT,
work Unit 4-1. TIE LES

INENTIFY WHERE INFORMATION (CAN BE LOCATEN ON T1HE LES,
STATE TWO PURPOSES FOR UTILIZING THE FORECAST AMOUNTS DUE ON THE LES,

IDENTIFY WHO TO SEEK ASSISTANCE FROM [F YOU DISCOVER ERRORS OR HAVE
QUESTIONS CONCERNING YOUR LES.

The LES, which is actually a printout of pay and personnel data stored in a computer at the Marine CCorps
Central Deslgn aad Programmine Activity (MCCDPAY in Kansas (tity, Missouris is n three-part form. FEach
Marine receives the original (white) copy, the servieing disbursing officer receives the duplicate (whits) eopy,
and the commanding officer receives the triplicate (pink) copy.

You must understand that each LES vou receive covers vour pav accoiunt for the previous month. The LES
is usually produced and distrihuted by the 16th of the month. For example, an LES reecived on the 10th of
Octorer wonld cover the period 1 through 3% Septemher: an LLES received on 10 Junuarv wolld cover the period
1 through 31 Necemher, and 50 on.

The LES is divided into seven sections, identilied as A, B, C, I, L, F, and ¢i, and each section is further
divided into arcas identified by hlock numbers. Pertinent information is brinted within these hloeks which
applies to the indiviciml Marine for whom the [ES was prepared. Althougn tids studv unit wifl mainly deal
with information contained in sections D and F, vou should familiarize vonesell with all of the sections and
hlocks on the LES.

Studv the LES contained in ligure 4-1. Read each section, hlock hv block. If vou c¢otne to a block vou ate
not familiar with, utilize the 1eZend printed on the reverse of each HES (see figure 4-2). By doing this, vou will
learn where eaeh block is located on the LES as well as Hs purpose,  Also, i sttempting to deterinine what

ellect errtain changes to vour pav or personnel duta may have on vour LES, vou will know where to look for
these changes to ocour,




BEST COPY AVAILABLE

MBER'S COPY
.,.S B RINGS BTATE ENT

callaal L

| SROUGHT FORMARD .61
ENTITLEMENTS
BASIC PAY 674.70
BAQ (OR) INSUFF 138.30
PRO/SEP RATIONS 122.14
CMA ( STANDARD) 11.10
VAR HOUSING ALW 71.30 71p 92709 MULT 10,
TOTAL 1'017.54
DEOUCTIONS
SAVINGS ALLOT 125.00 070 NAVY DC FCU
FITW {FEO TAX) 81.23
FICA {SOCSEC TAX) 4.87
SITM STATE TAX 25.10
SGLI $20'000 MAX 3.00
VET £DU ASST PGM 75.00 TOTAL VEAP W/HELD TO OATE 975.00
TOTAL 354,20
PAYMENTS DATE OSSN  VOU/PRNO
REGULAR PAYMENT 131,00 810°30 6102 28355008
REGULAR PAYMENT 332.00 81n1lS 6102 28355007
TOTAL 663.00
CARRIED FORWARD .95

STATE TAX PLAN S-10 STATE TAX W/HELO YTO 25.10
STATE TAX WAGES YTO 674.70
** TAX AOVANTAGE NOT COMPUTED THIS MONTH.
OIRECT DEPOSIT BK/AODRESS NAVY FCU

WASHINGTON DC 20391

. M NO L bATE AMOUNY M NG DasN DATE ANOUNT

1

SPOAL YO Oy SAPRKAT PR BONlER Poubel - D0 MOMENA TION) AVMULANE FROW WARNE CORPG FINANCE CENTER ALLOTMENT BRANCH. RANDAD CITY WO §itF

oeC DAY e W
Fig 4-1. Sample LES {front).
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There are two common purposes for utilizing the rorecast amounts due contained in blocks 29 and 30 of
your LES, The tirst is to verify in advance of your next payday whether of not certain events affecting your
pay account have been properly accepted by the computer, and the second is simply to determine the amount
you are scheduled to be paid during the current month.

For example, assume that you are promoted to the next higher grade effective 1 September and that you
received your LES for the period 1 through 31 August on 10 SBeptember. How can you determine In advance of
the paydey for 15 September whether or not your promotion was correctly recorded and cccepted by the
computer? Look at blocks 29 and 30 of your August LES. Block 29 will forecast the scheduled payment for
the September midmonth payday, and block 30 will forecast the soheduled payment for the end of September.
Ir your promotion was properly recorded and accepted by the computer, you should notice & marked increass in
the amounts forecast on your LES for the two September paydays.

You can further verify that your promotion was properly effected when you receive your next LES
(covering the period 1 through 30 September) aince this LES will reflect the new data resulting from your
promotizn. In section B, block 6, your new grade will appear. In section C, blocks 18 and 21, you will notice
an increased amount of taxable income and FICA wages. In section F, many changes will have occured. With
but a few execeptions, nearly all of your entittements will increase, l.e., basiec pay, quarters allowance, sea or
foreign duty pay, variable housing allowance, ete. And since you are earning more taxable income as a result
of your promotion, you will notice an increase in the amount of your state and Federal income tax deduetions.

Another example of utilizing block: 29 and 30 of your LES to verify wiether or not a pay action has
processed ‘n your account is as follows:

Assume thet you have been receiving $225 per payday and that you sre transferring to a new duty station
next month. After completing a new budget, you have decided that you will need $300 advance pay to be
repaid in six monthly installments. You receive the advance pay on 20 August which means that the
repayment will commence in September at $50 per month ($300 - 6 = $50). Based upon this example, whet
forecast amount should you expeet to see in blocks 29 and 30 of your August LEs? Remember, you had been
recelving $225 per payday. Take a moment and develop an answer. If you determined that blocks 29 and 30
should have a forecast amount due of $200 per payday, you are correct. Repayment of the advance pay at $50
per month would be deducted over two paydays, thus, your pay would be reduced by $25 per paydey.

In addition to other areas of your LES, nearly all pay and certain personnel transactions processed within
your account will have an effect on block 28, block 30, or both. Through practice and careful review, you
should be able to utilize the information provided in these blocks to your advantage by being sble to tell
whether or not certain transactons have processed correctly into your account and what you can expect to
receive for the next two paydays.

It is wise to carefully ruview every LES you receive. Even if nothing has occured within the previous
month which would affect your pay, a monthly review will help you to keep ecurrent regarding your pay and how
to use your LES. Although your disbursing officer and commanding officer share a co-responsibility to review
your LES, it is primarily your responsibility to ensure that data contained on your LES i correct. Should you
discover an error or have any guestions concerning your LES, you should seek assistance at your administrative
office. Normally, your disbursing officer does not immediately become involved unless assistance is reguested
by your commanding officer. When making an inquiry or seeking assistance, you should have the LES in
question with you and a specific inquiry in mind. Inquiries such as, "My pay is messed up," are extremely
difficult to respond to. Once you become accustomed to reviewing your LES, problems encountered or
detected should be easy to define and resolve.

in case you're wondering what to do with your LES each month after you have reviewed it and reported
and resolved any errors, you should file it in a folder with the rest of your LE®':  (ais will provide you with a
complete and permanent record of your leave and earnings, and will be of pr. ticular assistance to you ir you
need to refer to your LES's at a later date.

&0




EXERCISF: Answer the following questions and check your response against those listed at the end of
this study unit.

1. Utilizing the LES contained in figure 4-1, answer the following: (Note: Do not refer to the legend on
the reverse of the LES {figure 4-2) unless absolutely necessary.)

a. Asuming that you were recently married and have taken action to have less Federal income tax
withheld, what block would you check to see that the computer correctly changed your marital
status and number of exemptions? Block #

b. Assuming that you have just completed 2 years of service in the Marine Corps, what block on the
LES would you check to verify that the computer has correctly identified and upgraded your
account to reflect this? Bloek #

¢. What blocks on the LES would you check to determine how much you are scheduled to be paid
during the current month? Blocks # and

2. What are two purposes for utilizing the forecast amounts due on the LES?

3. It you discover an error or have questions concerning your LES, you should seek assistance at your

a. disbursing office. ¢. legal assistance office.
b. administrative office. d. supply office,

Work Unit 4-2. THE LEAVE ACCOUNT
BRIEFLY DESCRIBE EACH AREA IN BLOCK 27 OF THE LES.
COMPUTE A FUTURE LEAVE BALANCE.

A large percentage of all overpayments which oceur upon separation from the Marine Corps are as a
result of excess leave or miscomputation of lump sum leave (LSL) settlement. Therefore, leave accounting
should be of particular importance to all Marines. No one can easily afford the 1o=-; of pay and allowances due
to excess leave while on active duty, nor can they afford an indebtedness upon separation during transition to
eivilian life. By learning to audit your leave account and knowing what your leave balance Is at all times, you
can avoid becoming overpaid or entering an excess leave status,

Block 27 of section D on your LES (depicted below) contains the information you will need to know. An
explanation of each area within block 27 appears in the legend on the reverse of each LES. A more detailed
explanation, with accompanying text, is as follows:

‘:c . v qun Al 1] w‘ owr

@LV BF «  Leave brought forward. This i8 the number of days and/or half days of leave due or
advance at the end of the preceding period (the previous LES balance).

Hall days are written as .5. Thus, twenty-one and one-half days would be written 83 21.5. When an
advance leave balance exists or 18 brought forward (lexve taken in advance of that earned), a minus sign (<) will
precede the number of days.

4-5
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@ EAKNLD - This is the nuinber of days leave earned during the pericd covered.

Murines earn leave at the rate of two and one-haif days for each full month of active service. When
active serviee beging or ends on an intermediate day of the month, leave is carned according to the following
table:

NUMBER OF AMOQUNT OF
DAYS SERVED LEAVE EARNED
1 through 6 0.5 days

7 through 12 1.0 days

13 through 18 1.5 days

18 through 24 2.0 days

25 through 31 2.5 days

For example, assume that you entered active service on 13 April. Since you served on active duty for 18
duys during the month of April (from 13 through 30 April), you would earn 1.5 days leave for that month. If

youqi;activo service ended on 13 April, you would earn 1.5 days for active service of 13 days (from 1 through 13
Aprii).

l.eave is only earned while in a good duty status. Letve is not earned during periods of time lost. For
example, leave is not earned during periods of confinement resulting from a court-martial sentence, nor during
periods of unsuthorized absence (UA) or confinement by civil authorities, unless the absence is excused by your
commanding officer. Also, leave is not earned during periods of excess leave, which will be explained below.
‘Though others exist, these are the most common statuses for which leave is not earned. These periods are
referred to as nonaccrual periods. When computing nonaccrual periods for leave not earned, the nuraber of
days time lost in each individual month is totaled. One-hall day of nonacerual will then be awarded for each
t~day period (or portion thereof) according to the same table used for leave accrual.

tor exumple, assume that a Marine was UA from 10 through 12 August and the absence was not excused,
How niany days ieave would the Marine accrue for the month of August? The answer is 2 days. One-half day
would be "unearned” for the 3 days time lost. Or, assume that the same Marine was also UA from 17 throu
26 August. In this instance, the Marine would only acerue 1 day of leave for the month o August since a
of 13 days time lost would result in 1.5 days nonaccrual.

@USED -~ 'This is the number of days leave or delay charged since the previous LES was prepared.

@®BALANCE - This is the number of days leave due as of the end of the period covered.

@LACESS «  'Ihis is the number of days leave charged without pay for leave taken in excess of l:ave
that can be earned through the expiration of current contract (ECC) date (block 10 of
the LES).

O MAX LY - Maximum leave accrual. This is the total number of days ieave that can be acerued

ACCRUAL through the current ECC date (block 10 of the LES).

This area will be utilized to assist in computing a future leave balunce. This is extremely important to
you, because its proper use can prevent an excess ieave status and assist vou in planning for leave you wish to
tuke.

tor exainple, assume that you are planning to take 15 days leave over the Christmas holidays. Your
current leave balance is 2.5 days as of 31 October, and your ECC date is 31 Mareh of the following year. WII
you ‘.¢erue enough leave through your ECC to avoid an excess leave status if you take 15 days leave? Yes, you
wil, assaining that no other leave is taken prior to your ECC and that no nonaccrual periods occur. The "MAX
LY ACCRUAL" area on your October LES will indicate that you can earn 12.5 days of leave through your ECC
for 5 full inonths of remaining service (1 November through 31 March @ 2.5 days earned per month,
2 A 23 = 12.5.) The lecave you can accrue through your ECC plus the 2.5 days balance due as of 31 October
total 15 duys. Thus, you would not enter an excess leave status under these eircumstances.

As another example, ussume that as of 30 April your leave balance is in an advance status of 25 days
(~25.0) und your ECC date is 15 June of t e following year. llow many days leave could you take prior to your
ECU: without entering an excess leave status? The "MAX LV ACCRUAL" arer of block 27 will show that
34.0 duys can be earned for 13 full months and 15 days remaining serviee (13 months @ 2.5 days earned per
month, wnd 15 days @ 1.5 days carned, 13 X 2.5 = 32.5 + L5 = 34.0.) Thus, you could take 9 days jeave prior to
your LU without entering an excess leave status since the advance balance of -25.0 duys will be offset by
leave eurneq (-25.0 + 34.0 = 8.0), ‘




Two important things to remember about computing a ftuture leave balance are that the "MAX LV
ACCRUAL" is based on your current ECC date, and that when computing future leave balances, you muat
consider all leave you may wish to take prior to your ECC, not Just one period at a time. Otherwise, should an

emetgeney tituation arise, you may be foreed to ta'te leave which will be excess leave, or you could be denjed
lonve aitogether.

@1.0sT This I3 the number of days acerued leave In excess of $0 days which must be dropped (by
law} due to the change in the fisea: year, (Accrued leave in excess of 60 days cannot
normally be ¢arried forward from one fiscal year to the next.)

You should now be familiar with each area in block 27 of the LES and atould be able to readily identify
urrors which may oceur. As with pay and personnel data, it is also each Marine's responsibility to ensure that
leave data is correetly recorded and romputed on the LES. If you take a period of leave which doas not appear
on vour LES soon thereafter, you should immediately advise your administrative offies. The error will
invariably be discovored at a later date, and late reporting of the pericd will reduce what appeared to be your
current leave balance or possibly result in a charge for excess leave,

With knowledge of the information provided in this work unit, you should now be able to audit your leave
neeount and know what your leave balance is at all times. By doing 8o, you can avpid entering an excess leave
statos (which would result in a loss of pay and allowances), and you can ensure that your leave account is
corrent.

EXEI CISH: Auswer the following questions, and check your responses against those listed at the end of
this study umt,

1. Deseribe, in briet, what information wiil be shown in cach area of bloek 27 on the LES.

A, LV BF -

b, LEARNED -

e. USED -

d. DAL - —
¢, EXCHSS -

f. MAX ACCRUAL -

¢, LOST -

2. Using the leave acerual teble furnished un page 4-8, apswer the following:

n. A Marinc has an advanee leave balanc. of 21.0 days as of 31 August, an ECC date of 21 July of
the following year, no periods of nonacerunl, and takes no further leave. What will the Marine's
ieave bulance be .1 the ECC date?

b. A Marine has 2 leave halance of 10.5 days a3 of 31 March. The Marine was in an unauthorized
absence status from 2 thvough € April and from 7 through 16 April. What will the Marine's leave
baianc e be as of 30 April? e

e. A Marine is considering going on leave for 15 days, has & leave halarce of ‘1.0 deys as of 30 June,
and has an ECC date of 31 Augus* of the same year, What will ocour if the Marine is allowed to
vo on lesve for 15 days?




Section ll. SECTION F OF THE LES AND PAY COMPUTATION.
Work Unit 4-3. SECTION F OF THE LES
BRIEFLY DESCRIBE EACH OF THE SIX AREAS IN SECTION F OF T111 LES.

STATE TUE DIFFERENCE BETWEEN CONTINUING AND ONE-TIME ELEMENTS OF PAY,
AND LIST THREE EXAMPLES OF EACH.

Many Marines are often confused or bewildere: ~oncerning their pay, but this simply does not huve to be
the case. You owe it to yourself to become as i.cenly aware of your pay entitleinents und deduct.ons as

possible. Probably the best source for obtaining this knowledge is your monthly LES, particularly section F of
your LES.

Section F of the LES conltains six areas. A brief description of each followss

@® BROUGHT This is the amount of money carried forward from the previous LES. The amount may
FORWARD be none, an amount unpaid, or an amount overpaid. An amount overpaid will be

preceded by a minus sign (=),

@ENTITLEMENTS  This i8 an itemlzed listing, with amounts, of ail one-time or continuing entitiements to
pay and allowances.

® LEDUCTIONS This is an itemized listing, with amounts, of all one-time or continuing deductions made
from your pay account.
® PAYMENTS This is a listing with amounts and payroll data of all regular {scheduled inidmonth and
end-of-month) and special {(other than midmonth and end-of-month) payments made to
you.
@ CARRLED This is the amount unpaid or overpaid at the end of the LES period. The amount will be
FORWARD caried forward to the "brought forward" area of the naxt 1.LES. Amounts overpaid will

be preceded vy a minus sign {-).

@REMARAKS This area i3 not actually entitled "REMARKS," but appears immediately 1ollowing the
"CARRIED FORWARD" area. This area will contain information printed as a result of
data entered to the pay account by various means of input or data that results from
normal internal computer tranractions.

‘The ubove deseriptions of the "BROUGHT FORWARD,” "PAYMENTS,” and "CARRIED) FORWARD" areas
of section ¥ are fuirly self-explanatory. The remaining areas, however, require further explanation, beginning
with the "ENTITLEMENTS" area. First, however, you must know that the difference in continuing and
one-time elements of pay (entitiements and deductions) is that continuing elements are used when computing
*norin® pay due, while one-time elements are not. This is very important in understanding the process of pay
computation, which will be discussed in detail in the next work unit, and in recognizing the elements as they
appeur on your LES.

The "ENTITLEMENTS" area of section F will reveal exactly what your current entitlements are. You
must first understand the two types of entitlements which will appear in this area. The first are those which
appesr on a4 continuing basis, and include, but are not limited to, entitlements such as basie pay, quarters
allowance, clothing maintenance allowance, variable housing ailowanece, and pay for performing sea or foreign
duty service, aviation duty, or special duty assignments (drill instructors, recruiters, ete.). Continuing
entitiements are used to compute a regular or "norm” amount of pay due.

The other entitlements which appear in this area are those which oceur on a one=-time basis. Examples of
these types of entitlements include, but are also not limited to, payment of advance pay, enlistment and
reenlistinent bonuses, leave rations or .uparate rations for proceed time, temporary lodging allowance, ete.
Other one-time entitlements are those which may appear as a result of adjustments made to your pay account
Ly your disbursing officer or commanding of’icer. One-time entitlements will not be used in computing a norm
payment, since they do not occur on a continuing basis. Rather, they will effect an increase to your pay only
~“nee. Futher clarification and methods of computing pay based on continuing and one-time entitlements will
be provided in the next work unit.
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e next ares for disenenon, the "DEDUCTIONS” area, Is very similar to the entitiemen’s area.
Continuing nid one tirie deductions from your pay account will be made here, and affect your pay in the same
manner a5 continuing entitlements do. That is, continuing deductions will be used in computing your norm pay,
while one-time deductions will not. Examples of continuing deductions include, but are not limited to,
allotinents, Federal come tax (FITW), social seeurity tax (FICA), state income tax (SITW), Servicemen's
titanip Lafe Inswranee (SGLB, contributions to the Veterans Educational Assistance Program (VEAP), Govern-
ment quacters chockage, nonjudticial punishment or eourt-martlal forfeitures, repayment of advance pay, and
liguicaticon ol adebtedness,  Examples of one-iime deductions include, but are also not limited to,
transpor lntion cheekages, clothing checkages or issues, government property checkages, and excess costs for
shipment of household effeets, Other one-time deductions are those which appear as a result of adjustments
natke o yout pny necount by your disbursing officer or commanding officer. Further clarification and methods
of compnting pay based on ¢ontinuing and one-time deductions will be provided in the next work unit.

The Tinnl prea on the LES for discussion is the "REMARKS" area. This area contains information that
appenrs us free form printing, either as a result of data entered into your aceount by your disbursing officer or
conumnnding offieer, or te t resulting {irom normnal internal computer transactions.

Information witt nppenr in this area during each month that changes in your pay or pay status occur. For
mxetuple,  prometish or reduction in pay grade will be shown as "PAY GRADE CHANGED EFFECTIVE
(BAFEL"  Or, an incrense in pay resulting from completion of a period of service would be shown as
"COMPLETRI (r) YEARS SERVICE FOR PAY (DATE)." A period of leave taken would be shown as "ANN
LEAVE 8001 (bATR) TO 2359 (DATE) FOR (#) DAYS." A change in your tax withholding status would appear
a8 "(FED O STATE) TAX PLAN CHANGED TO (EXEMPTION) FROM (DATE). Many other statements will
appear within this sres. Vost yre easily understood and are an excellent source of informatior to determine
what clinuges have vecurred in your prv aud pay status. In the event that statements appear which you are not

familine wWith ov do not understan., ,  should request assistance from your commanding officer or his
designnted represeniative,

Addiitional information will appear in tlie "THEMARKS" area once a year on what is termed an "annual
LES." he mmual LES is nothing mors than a monthly LES with additional information provided. This
intormation ineludes several elemments which pertain to your Jeave account, reenlistment bonus data, aviation
duty dats, snd career sen service data, The information provided on the annual LES is an invaluable record
nsul inay be used to ehsure that your b . ve, reenlistment bonus, and, if applicab e, aviation duty or career sea
serviee duta, nee current ind correet, Any diserepancies noted should immediately be brought to the attention
uf your vomunding officer of his direct representative.

Praduetion of the mnval LES is based on the last digit of 2ach Marine's SSN. So that you will know when
vy enpeet your amstal LIS, the foliowing production schedule is provided:

Annual LES Covers Approximate Time
bawst Inpil of SSN 12-Month Perlod Through  Annual LES Is Produced
l January 5 February
2 February 5 March
4 March 5 April
1 April 5 May
- May 3 June
b June 5 July
i July 5 August
4 August 5 September
9 Scptember 5 October
1 October 3 November
4-9 o
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LXERCISE: Atwwer the following questions, and eheck your responses against those listed at the end of
thiy study unit.

1. Describe in briefl, each of the six ureas contained In section F of the LES.

a.  BHOUGHT FORWARD - _

b. UENTITLEMENTS -

e.  DEDUCTIONS -

d. PAYMENTS ~

e. CARRIED FORWAHD -

f. KEMARKS - _

2. State the difference petween elements of pay that occur on a continutng basis and a one-time basis.

3. List three examples each of continuing entitlements and deductions, and three examples each of one-
time entitlements and deductions.

a. Continuing tntitlements. b. Continuing Deductions.

¢. One-time Entitlements. d. One-time Deductions.

Work Unit 4-4. PAY COMPUTATION
STATE THE THREE-STEP PROCESS USED IN NORM PAY COMPUTATION.
IDENTIFY THE DIFFERENCE BETWEEN NORM AND VARIABLE PAY.

STATE WHY DELAYS MAY OCCUR FROM THE EFFECTIVE DATE OF A PAY ADJUST-
MENT TO THE DATE THE PAY ACCOUNT I8 ACTUALLY CHANGED.

COMPUTE NORM PAY BASED ON INFORMATION CONTAINED IN SECTION F OF THE
Lm.

By now, you should have become very familiar with the *.ES. You have gatned knowledge concerning your
entitlements and deductions which appear in section F of the LES. By putting this knowledge to practical use,
you wili be able to compute norm pav.

Norm pay may be computed in a simple, three-step process:

@ Virst, ydd and total your continuing entitlements.

@ Secono, subtract your continu% deducttons from the total continuing entitlements. This will result
in the amount of pay you are due for the month,

@ Third, since Marines ave patd twire a month and ‘“e LES contains monthly information, divide the
amount of pay due by two. ThIs will result jn the norm amount of pay you ave due.
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For examplo, assume tlmt your continuing entitlements total $515.20 per month and your continuing
deductions total $315.20 per month. ‘This would result in pay due of $200 per month {$515.20 - $315 20 = $200)
or a norm ouc of $100 per payday {$200 = 2 = $100) Keep in mind that this example is extremely basic and
that other considerations must be made when computing norm pay.

First, you nwst krow that for the suke of convenience, only fuli doliar amounts are made as payments,
even though cents may be remaining as due. This explains why In most instances, an amount due carried
forward exists on your LEN, At tiines, due to the complexities involved In pay computations made by the
computer, this ainount will ovoh oxcocd one dollar. This can affect the amount of pay you will receive on the
midmonth payday. Assume, for example, that you have a norm pay of $263 per payday and that an amount
carrled forward of $1.13 exists on y ur current {,15S. In this Instance, you would probabty receive $264 on the
next midmonth payday and $263 on (ie next end-of-month payday. This may seem insignificant, but it serves
to explain why your norin pay may vary from payday to payday, even though no major transactions have
occurred within your account.

‘'he next point for consideration concerns pay computations which involve one-time entitlements or
deductions. As previously stated, one-time entitlements will not be utilized when computing norm pay.
Rather, these entries will result in what is termed a variable amount of pay due. Computing pay when there is
a varinble nmount of puy due can be an extremely invulved process and will not he covered in detail within this
course, However, two shinple examples of variable amounts of pay resulting from a one-time entitlement and
a one-time deduction arc provided as follows:

Assuie that blocks 29 and 30 of your May LES reflect a forecast amount due of $173 for the June
midmonth payday and $172 for the June end-of-month payday. You take 10 days leave during the period
4 tiwough 13 June, and receive $173 on the midmonth June payday. Since you are entitled to leave rations at a
daily rate of $3.94, you are due an additional $39.40 for 10 days of leave rations. Although block 30 of your
May LES reflected a forecast amnount due {your norm) of $172, you receive $211 on the end-of-month puyday.
This variable payment occurred directly as a result of the computer crediting your account with the $39.40
lenve rations - a one-tiine credit which changed your norm amount of pay to a variable amount of pay.

As an example of a one-time deduction affecting your norm pay, again assume that plocks 29 and 30 of
your May LES icflect forecast amounis die of $173 and $172 for paydays in June. You receive your norm pay
of $173 on the midmonth Junc payday. On the 16th of June, your disbursing officer receives and processes a
voucher charging your account $43.28 for transporta’ion costs incurred while on emergency leave during May.
On the end-of-inonth June payday, you receive a payment of $129. Although block 30 of your May LES had
forecast your normn paynient of $172, you were paid a variable amount as a result of the one-time deductica
for transportation costs.

There are two other facts you must know concerning pay computation. First, that you should not expect
nost situations to be as simple or as rapidly processed as the examples just provided. While not attempting to
explaln the entire process of the Marine Corps computerized pay and personnel system, you must understand
that although transactions which affect your pay are Wﬁ on a timely basis, they are only %rrgcessed twice
a month, usunliy on the 5th and 20th. As a result, certaln delays are bound to occur from the e ecI!ve %te of
a pay adjustment to the point in time when the adjustment actually changes your pay. However, by monitoring
and monthly review of your LES, you wili be able to determine whether or not an expected increase or
decrease to your monthly pay has occurtred.

‘Tte final point for consideration jnvolves a clarification of the effect of one-time deductions as opposed
to one-time entitlements. One-time entitlements, when properly input and processed by the computer, will
only affcct one puyday. One-time deductions, on the other hand, can affect more than one payday. Obviously,
if you have a norm pay of $160 per paydsy and an adjustment to your account requires a one-time deduetion of
$125, you would not be able to reduce your norm pay LY an amount in excess of ycur norm pay. In a case such
as this, depending upon the reason for the one-time deduction, amtion of indebtedness could be
established, allowing you to repay the deduction over a perlod of time as opposed to one or two paydays.
However, the regulations governing liquidation of indebtedness' are strict, so this may not always be allowed
when one-time deductions excecd your nofin pay.

It has not been the intent of this work unit (0 teuch you ali there is to kno., about pay computation. To do
30 would involve an entire course, as opposed to one work unit. [t is hoped, however, that you have learned the

fundameitals of pany computation and can utilize the knowledge you have gained to compute and understand
your own pay account.
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EAERCISE: Answor the following questions, and check your responses against those listed at the end of

5.

this study unit.
There are three stePs in the process of computing norm pay. What are they?

»
——— o g, g e e o b - - - — - ——

[ Y - - o ol - - P,

The difference between norm and varlable pay is that norm pay is

a. received on the midmonth payday and variable pay is recelved on the end-of-month payday.
b. eomputed using continuing entitlements and deductions and variable pay is not.

¢. computed using one-time entitlements and deductions and variable pay is not.

d. the amount shown in blocks 29 and 30 of the LES and verigble pay is not.

Ofton, delays are encountered from the time the effective date of a pay adjustment occeurs and the
thine the adjustment actually changes the pay accoun!. State why this oceurs.

Using the following section F of an Aprll LES, compute the amount of pay which will be due for the
mmg rnlctlhn;:nth and end-of-month paydays. Record your answers as they would appear in blocks
9 30 ot LES,

BROUQHT FORWARD raz Y "] sen )
PORBCASY
[“""‘" .1 {11t | ]
ENTITLEMENTS
BASIC PAY 519.60
PARTIAL BAQ 7.80
CMA (BASIC) 8.30
TOTAL 533.10
DEDUCTIONS
CHARITY ALLOT 5.00 151 COMBINED FED CAMPAIGN
FITW (FED TAX) 52.58
FICA (SOCSEC 1AX) 3195
SITW (STATE TAX) 7.93
SG Ll $20,000 MAX 3.00
YET EDUC ASST PGM 75.00 TOTAL VEAP W/HELD TO DATE  525.00
TOTAL 175.390
PAYMENTS DATE DSSN YOU/PRNO
REGULAR PAYMENT 179.00 800530 8167 34000018
REGULAR PAYMENT 179.00 800515 8167 38000015
TOTAL 358.00
CARRIED PORWARD 86

Your norm pay is $188. If a checkage for $76 I8 processed in your account on the 18th of the month, what
pay would You recelve on each of the next two paydays?

a.
b.

End-of-month payday $ T
Middle of next month payday $ v

- -

4-12
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SUMMARY REVIEW

in this study unit, you learned where to locate information on the LES and to utilize blocks 29 and 30 of
the LES to determine in advance of your next payday If a pay transaction had posted to your account or to
determine the amount you would be paid during the current month. You learned to seek assistance at your
administeative otfice if problems or questions arise concerning your LES, and that you are primarily
responsible for the accuracy of data contained on your LES.

You can now describe each area In block 27 of the LES and can utilize data contained therein to computa
current and future leave belancos,

You can also describe the six areas in section F of the LES ("BROUGHT FORWARD," "ENTITLEMENTS,"
*"DEDUCTIONS," "PAYMENTS," "CARRIED FORWARD," and "REMARKS"). You learned the difference
between continuing and one-time entitlements and deductions and now know examples of each.

Finally, you learned the difference between norm and varieble pay, why delays cecur from the effective
date of a pay transaction and the date your pay actually changes, and to compute norm pay using a three-atep
norm pay computation process.

Anawers to Study Unit #4 Exercises

Work Unit 4-1.
1. a. Block #15.
b. Block #7.
¢. Blocks #29 and 30.
3. a. To determine in advance of your next payday whether or not certain events affecting your pay
account have been properly accepted by the computer.
b.  To determine the amount you are scheduled to be paid during the current month.
. b
Work Unit 4~2.
1. a. The number of days or half days of leave accrued as of the end of the prior reporting pariod
(previous LES).
b. The number of days leave earned during the period covered,
c. The number of days leave cherged sinee the previous LES was prepared.
d. The number of days leave due as of the end of the pariod covered.
e. The number of days leave charged without pay for leave taken In excess of that which can be
earned through the ECC date.
f. The total numt er of days leave which can be earned through the ECC date.
g- The number of days jn excess of 80 dropped by law due to the change in the fiscal year.
2. #. 6.0 days due.
b. 11.5 days due.
¢. The Marine will have taken 3 days leave in excess of that which could be earned through the ECC
date,

Work Unit 4-3.

1. a., The amount of moncy carried forward from the previous LES. The amount may be none, an
amount unpaid, or an amount overpaid.

b. :\lrln itemized llsting, with amounts, of all one-time or continuing entitlements to pay and
allowances.

c. An itemized lsting, with amounts, of all one-time or continuing deductions made (rom your
account.

d. A listing with amounts and payroll data of all regular and special payments made to you.

e. The amount unpaid or overpald at the end of the LES period. Will be carried forward to the
"BROUGHT FORWARD" area of the next LES produced.

f. information printed as a result of data entered to the pay account by various means of input or
data resulting from normal internal computer transactions.

Continuing elements of pay will be used when computing norm pay and one-time elements of pay will

not.
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3. a %‘Wﬂﬂﬂmﬁ
pay Quarters allowance

Sea duty pay Clothing maint~nance gllowance
Foreign duty iy Variable housiig allowance
Aviation duty pay Pay for special duty assignments
(drill instructors, recruiters)

b. Continu ctions,
F ineome tax (FITW) Contibutions to the Vetorans Edu-
State income tax (SITW) cational Assistance Program
Social security tax (FICA) (VEAP)
Government quarters checkage Sarvicemen's Group Life Insurance
Non-judicial punishment (SGLY)
Court-martlal forfeiture Liquidation of indebtedness
Repayment of advance pay

¢ One-time Pllﬂ!m‘“ﬁ‘
Fayment of advance pay Enlist ment bonus
Temporary lodging allowance Reenlistment bonus

Leave rations or separate rations

d. time Deductions.
%ﬁmﬁg@ Excess ¢cost for shipment of

Government property checkages household effects
Clothing chackages or issues

Work Unit 4-4.

1. a. Add your continuing entitlements.
b. Subtract your continuing deductions.

2 g. Divide the sum by two.

3: 'r.hls occurs because although transactions which affect your pay are reported on a timely basis, they
are only processed twice a month, usually on the 5th and the 20th.

4, .

= .Toghs 179 foo m_m;ml

5 a. $112
b, $184
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PERSONAL FINANCE
REVIEW LESSON

Instructions: This review lesson is designed to aid you in preparing for your final exam. You should try to
complete this lesson without ihe aid of reference materials, but if you do not know an answer, look it up and
remember what it is. The enciosed answer sheet must be filled out according to the instructions on its reverse
side and mailed to MCI using the envelope provided. The questions you miss will be listed with references on a
feedback sheet (MCI-R68) which will be mailed to your commanding ofticer with your final exam. You should
study the reference material for the questions you missed before taking the final exam.

A. Muitiple Choice: Select the ONE answer that BEST completes the statement or answers the question.
Blacken the appropriate box after the corresponding number on the answer sheet.

Value: ! point each
l.

In brief, a budget is a plan to spend. However, a properly prepared and maintained budget can be
referred to as a plan for

4. increasing savings. c. increasing income.
b. reducing expenses. d. sound financial management.

Two of the three basic elements of a budget are net Income and fixed expenses. The third element is

4. gross income. e. variable expenses.
b. take-home pay. d. net expenses,

Expenses such as food, ciothing, yas and oil for your automobile, and entertainment are examples of

a. gross income. c, variable expenses,
b. take-home pay. d. net expenses,

In budget preparation, you should utilize your net jncome as opposed to gross income since your

net incume is the amount you actually have avallable to meet payment of your obligatiors.
gross income includes deductions for allotments.

gross income includes anticipated income.

net income will vary from month to month.

epoe

Numerous miscellaneous expenses should not be recorded under a "catch-all" category because

a. those: orded for a 2-month period probably do not represent all of your expenses.
b. a true picture of how money was spent on these expenses will not be presented.

¢. acertain amount of money will always be unaceounted for.

d. they are 1ot known or foreseeable expenses,

Keeping, compiete and accurate records which take into consideration all known and foresueable
expenses is

a. monthly-basis budgeting. c. income/expense budgeting.

b. quarterly-basis budgeting. d. the key to proper budgeting.
The reason to show Marine Corps allotments as a footnote to your budget format Is to
4. declare thetn as an expense. ¢. Indicate a reduced net jncome.
b. remind you of their purpose. d. indlcate a reduced gross income.

You are computing a budget based on net monthiy income of $55¢ and have determined that 20
percent of your net income should be alloted for food and groceries each month. How much money
should be budgeted for this expense?

a. $175 e. $108
b. $100 d. $110

S 1Y




10.

1l

12,

13.

14,

15.

16,

17.

ls.

You are now computing a budget based on a net monthiy income of $800 and know that your monthly
rent payment is $150. What percent of your income should you record for this expense?

a. 20 percent c. 30 percent
h. 25 percent d. 40 percent

After computing your entire budget, you heve determined that your monthly income greatly exceeds
your monthly cxpenses. To remedy the situation, you should

a. attempt to reduce your fixed expenses.
h. sttempt to reduce your variable expenses.
c. Iimmediately obtain a loan.

d. increase the percentage of income allotted for savings.

The“ogtion of recciving an advance payment when making a permanent change of atation move is
available

only to Marines transferring to an overseas station.
anly to Marines transferring from an overseas station.
to most Marines.

only to Marines who are moving dependents with them.

=N I~
L . I ]

One step which should be taken in preparation for a permanent change of station move is to reduce
your spending for variable expenses, The other Is to

a. ensure that your spouse can find a part-time job at the new duty station.
b. request an advance pay.

¢. reduce your spending for fixed expenses.

d. prepare a new budget which will take into consideration new expenses you will incur,

Under VEAP, the Veterans Administration will match a service member's contribution toward an
education fund on a

a. 1~for~1 basis.
bo 2""”1 baﬁis.
e. 3J-tor-1 basis.

Marines who enlisted prior to 31 December 1976 are covered under the

a. SGLI B, c. VEAP.
h. G. 1. Bill. d. V. A.BilL

Maximum life insurance coverage for married Marines

n. is provided through Servicemen's Group Life Insurance (SGL).

b. would include coverage for the Marine and the Marine's spouse and chlldren.
c. would require increased coverage for *he Marine only.

d. Is provided at about the same rate by ull insurance companies.

A bill paying account allows you to have payments made from the account yet receive interest as if it
wore 1 Savings account. A similar service is offered in what is termed

a. Direct Deposit. c. acombination account.
b. A mutual trust account. d. a savings and loan account.

A special service offered by some financial organizations which does not reguire a service charge /s
the uge of a special unaccompained tour/TDY checking account. One other service for which a fee is
not charged is the use of

eombination accounts.

bill paying accounts.

eredit unjon share dreft accounts.

credit cards to back up checking accounts.

aagP

As it is unwise to carry or leave large amounts of cash around, you should

a. strietly use oredit cards. ¢. entrust it to a friend who Llves off-base.
h. purehase a combination safe. d. opena checking account.

R~2
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B. Matching: Column 1 (itoms 19-33) lists terms associated with checking accounts. Mateh the definition
provided in column 2 with the correct term listed In column 1. For each itam, select ONE letter (a, b, ¢,

:::te)mdloatlncmdwlce. Blacken the appropriate box after the corresponding number on the answer

Value: 1 point each

Column 1 Column 3
Term Definition

19, Checkbook a& A listing of previows and ending scoount
balances, deposits made, checias written, and
uwmow(ﬂng)-

20, Check register b. :untimmdm the cash and cheoks you

21, Deposit slip e, mu’:}"mmmmmm
Into your aeoount.

22, Deposit . d. A package of blank checls which you will use
toimt:mtmunktonymmyﬁomm
scceount.

23. Bank statement ¢. A separate record in your checkbook on which
{:mmant«-mmmmm

Multiple Choice: Select the ONE answer that BEST completes the statement or answers the question.
Blacken the sppropriate box after the corresponding number on the answer sheet,

24, Of the three following deposit slips, which one has been completed correctly?

CHECKING ACCOUNT OEPOSIT TICKET

CASHESTEOY Cf
JouN Dot i fagibady 30200
67O MAIN STREET -

arbaink Vol

[ JOTAL | UM OTHR S04 POR
DATE _lﬂ_ﬂct_ wil joras m ADOITIONM LISTING

’ HALLIAM B LD

NET DEPONT

4l MERE FOR CASH RECENVID Y Ilmm

Firet State Bank
5438 Grand Strest
Pinestone, MO 61954

LB ST 220w
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DAl

CHECKING ACCOUNTDFPOSHT TICKET

JOuN Dot
6789 MAIN STREET
PINESTONE, MO, 61234

LLKRE™ Y
( ASH 1N

VIt goypkest 20L

2D Ot 81

TOTAL

’

LEECT IV T TR A )

A HEREAGR D AYHAL I K LIREL,

NET DEPOSIT

NY

bl

First State Bank
5438 Grand Strest
Piasstons, MO 05334

tLe P 576220

“oe

LSt (HTHER wDE P
AL TIOPAL LINTING,

OaTt

CHECKING ACCOUNT DEPOSIT TICKET

JOHN DOt
678% MAIN STREET
PINESTONE, MO. #1234

19

B

U0 M HERE J ot AUH R FiveD i BEQUIRTOL

First State Bank
8458 Grand Street
Pinestons, MO 819%4

CASH LURA M ¥

1N

e

TOTAL

[LUIYR Y TP Y 1]

NET DEPOSIT

dLe ™ 5?75 220w

Niin

LI DIHEE $0E Lon
ADEMIMANAL LIk,

25. Of the three following pages from a check register, which one has been properly maintained?

&

NUMBER |DATE

DESCRIPTION OF TRANSALTION

Thedhe byt b
=1

-

BALANCE

oAl Bl

= E-Z SAGppE

[

> Sav-Oa JHaa Co.

b 82

»«Fmawqm

"= DIaOSLE

lof
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b. ] BALANCE

NUMBER |DaTE DEBCRIPTION OF TRANSACTION "M,'_'," i i BT Nm'l':rm f
] {2 o

] &2 Shoppt 12 WE2Y]
43 |zm -On Mas Co. [T :;l .'." .
o gl i o -

T D A4 ot :::::{-°

L3

C.
uMAER [DAT DESCRIPTION OF TRANSACTION ] ahataanl (od PRSI Bttty et
NUMAF E =} T {e) ,2’ M
w4 " &-2 Shoppe 12 6! [FAM
WS ~ _naline. 3 o {3100
wie | | coonae 2203 —

W4~ Daposis =

e

26. Of the three following checks, which one has been completed correctly?

a.
JOKN DOE
6769 MAIN STREET no. 84
PINESTONE, MO 64030 __ILQAL_an_ 209008

PAY 10 THI

ORDER OF MM”‘ $ Zéq
FY-)
%—MA—-&Q #llﬂﬂs
First State Bank

S48 Grand Biruret

.lnll‘m. MO TR
gk SO Mo M

1wi0i01} 12 2LBAN 576220




JONN Dot
6709 MAIN STREET NO. .ﬂx_‘{_
PINESTONE, MO 64030 19 _w_
PAY TO THE . .
onoenor Clothing Boutigue +22%2
- - POALARS
First State Bank

G459 Orand Barest

W77 : C

“i004 . 2,6AW S?7E 220w

.
JONN DO
6789 MAIN STAEET NO. —a-ﬂ—
PINESTONE, MO 64030 —Lﬂﬂa_ ‘9-8-’—- 80-0990
=010
S5 _Clnthing Yoyt 1223
Mﬂ;.ﬁm.mi‘ém s s
- e\ L AR
First State Baak
S488 Ornad Bireel
M..‘.“omelm
NWJ.WM_ M
L0044 n eLbar s7p 220w

27. After Mmaking a deposit to your checking account, what will serve @ proof that you made the deposit
it it is not recorded on your bank statement and the deposit slip is not returned with the statement?

a. The deposit entry you made in your check ter

b. The current balance shown in your check ter

¢. The receipt the bank gave you when you made the deposit

d. The cancelled checks that you wrote after making the deposit

28. Your signature alone on the reveree of a cheo¥ payable to you is an example of &

a. restrictive endorsement. ¢. special endorsement.
b. personal endorsement. d. blank endorsement,

29. A restrictive endorsement would consist of

your signature above the words "Pay to the order of (name of second party).”
your signature below the words "Pay to the ordor of (name of scoond party).”
the words "For Deposit Only."

your signature alone.

g L

R-8
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30. Anexample of a special endorsement would be tiie words

“For Deposit Only" above the name of the second party.

"For Deposit Only" and the name of the second y above your siguature.
"Pay to the Order of ( name of the second Dartg " above your signature.
“Pay to the Order of (name of the second party).”

i o

31. When recording data In your check register, the amount of the eheck yon are going to write will be
retorded under the column entitled

&. P"DESCRIPTION OF TRANSACTION."
b. "PAYMENT/DEMIT."
¢ "FEE (if any) (-),"
d. "DEPOSIT/CREDIT (+)."
32. The tinal step in recording a transaction in your check register is to
record the bank service charge.
indicate by use of a check mark () whether or not the check was written (or an expense which
will reduce your taxable income.
¢. compute and record the new checking account balance.
d. record the purpose for which the check was written.

ge

33. If you make an error when writing a check, you should

a. attempt to write through the error with the correct information.

b. destroy the check and write another.

¢. leave the error as is since the payee can change it to the correet information.

d. mark the check and the transaction in your register "VOLD" in ink and write another.

D. Matehing: Column 1 (items 34-38) lists five steps In the checking account reconciliation process. Match
the step number in which the process is accomplished from column 2 with the step number In column 1.
For each item, select ONE letter (a, b, ¢, d, or e) indicating your choice. Blacken the appropriate box
after the corresponding number on the answer sheet,

Value: 1 point each

Column 1 Column 2
Step Step Number

34. List and total all checks you have written which were not a. Step1.
included with the statement.

35. Arrange the cancelled checks recelved with your statement into b. Step 2.
numeric order.

3o, Go through your check register and make a mark rext to the ¢. Stepd.
record of each chack which was received with the statement.

37. Deduct the total amount of your outstanding checks to obtain d. Stepd.
theisﬂgure which should agree with the balance in your check
register.

38. Enter the ending balance on your bank statement, add any e. Step 6.
?eposits made not shown on the statement, and total the two
igures.
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E. Muiltiple Choicer Seleot the ONE answer that BEST completes the statement or answers the question.
Blacken the appropriate box after the corresponding number on the answer sheet.

39.

40.

41.

42.

43

45.

48,

A oredit union Is a type of firancial organizaticn whieh

a. Is primerily located in the Eastern United States,

b. limits its membership to members of & common bonds i.e., occupation, association, ete.
¢. 18 required by law to carry Federal Deposit [nsurance.

d. only offers savings accounts and loans.

After reconciling your checking account, you should keep your bank statements and deposit slips for a
period of time. Also, you should retain your cancelled checks for income tax purposes for a period of

a. 2 years, ¢. at Jeast ) year,
b. 7 years. d. at least 3 years,

Assume that you have deposited $1,000 in a specitied term savings account of 1 year, but needed to
withdraw the deposit | month later. In this instance, you would receive

8. 1O interest at all on the deposit.

b. 1 month% interest at the rate pald on the 1-year account.

¢. ] month's interest at a rate Jower than the rate paid on the 1-year account.
d. ] month's interest at the rate paid on the 1-year acoount, Jess a penailty.

Probably the best way to maintain a succeasful savings plan Is to

a, deposit money into your savings account on payday instead of iater in the week.

b. have savings automatically withheid from your paycheck by means of an "S" allotment or by
purchase of U.S. Savings Bonds with a "B" allotment.

¢. always deposit the same amount in your savings account each payday.

d. only deposit money to your account once a month or every other payday.

Divect Deposit is unly available to Marines

a. stationed in the United States.

b. during & permanent change of station move.

¢. after they have reached their first permanent duty station.
d. who complete SF 1199A: Direot Deponit Sign-Up Form.

A type of financial organization which may offer & higher rate of interest on deposited funds but does
not guarantee payment of a dividend Is a

a. mutual savings bank, ¢. commercial bank.
b. savings and Joan association. d. credit unjon.

A financial organization that does not carry insurance often pays a higher interest rate on savings
aceounts. However, if the financial orgenization should default, the saver may lose

a. only the interest which wou have been paid on the savings.

b. oniy those dividends not gu-.~anteed in writing.

¢. allor part of the savings in the acecount.

d. oniy the dividends not yet paid during the month the organization defaulted.

The feature of the Direct Deposit program that Is most important to Marines Is that

a. there Is no walting for mall delivery to get their rayehecks.

b. there Is no standing in line to cash or deposit their paychecks,

o. they are assured of safe deposit of their pay; there Is no chance af their checks being lost or
stolen.

d. their pay will be deposited on payday even If they are away on temporary duty or on leave.




41.

§0.

51.

52

53.

54.

55.

Under the Direot Deposit program, you will know when your first deposit goes to your financial
organization for the payday of the 15th becausc

a. an advice-of-deposit notification will be sent to you.

b. the information will be shown on your LES.

¢. you will be notified by your disbursing officer.

d. your bank will notify you when the deposit is received.

Under Direct Deposit, an advice-of~deposit notification will be mailed to you if

a. Yyour first paydaey is for the 15th of the month.
b. your first payday is for the 30th of the month.
¢. You transfer from one command to the other.
d. you choose to disenroll from the program.

. The most important guideline aoncerning the use of credit is

a. the expected Life of the product you are purchasing on credit.
b. the amount or rate of interest you must pay for its use.

¢. whether or not you will be abje to pay in excess of your minimum monthly payments.
d. If you have enough money saved to make & large down payment.

Based on annual interest sharges of 22 percent, the approximate monthly interest rate is

a. 11/2percent. e. 11/3 percent.

b. 1 4/$ percent. d. 1 3/4 percent.

Use of a eredit card or time-payment plan which charges 1 1/2 percent monthly interest will result in
an annual interest charge of

a. 12 pereent. ¢. 18 percent.

b. 18 percent. d. 22 peroent.

Borrowing money for the purpose of paying off bills (consolidation 10an) is

a. the best way te resolve financlal probiems.

b. the only alternative, except for declaring benkruptey.
¢. hot allowed under the Consumer Protection Act.

d. considered to be disadvantageous.
if your financial situation reaches a erucial stage, you should

a. get a part-time job. ¢. obtain a consolidation loan.
b. see your legal assistance officer. d. edvise all of your creditors.

Under the Consumer Protection Act, you are entitled to

free legal counsel in bankruptey proceedings.

extend the period of time you meke payments to your creditors.
a lower rate of interest when repaying a loan.

full disciosure ot all facts concerning a loan you are getting.

ppgo

Two of the three major guidelines to be followed when obtalning a ioan are to choose the right
financial organizat.cn and to know all of the facts about the loan. The third major guideline is to

a. ensure that a prepayment penalty clause does not exist.

b. consider a consoiidation ican.

e. make as iarge a down payment as possibie.

d. borrow a little more than you actuelly need, just in case of emergencies,

99




96.

1.

58,

94,

80,

81,

sz.

63.

04.

in addition tu insurance premiums, the down payment, utility deposits, and the cost of assessments
and taxes, what other major consideration must be given prior to purchasing a home?

The loc~:tion of the property

The condition of the property

The ¢10sing aosts

whethior or not the loan company provides an eserow acoount service

paye

An escrov account is a service provided by a mortgage company for payment of

closing costs.

the down pay ment.

realty and finder's fees.

taxes, insurance premiums, gssessments, ete.

aovse

in addition to expenses for state tsxes, personal property taxes, and insurance, two other expense
items which must be consldered prior to purchasing a motor vel!- le are the gost of

a. title transfer fees and notary public fees.
b. annual inspection fees and license fees.
¢. repairs and operation and maintenance.

Where charged, sales tax and personal property tax on the purchase of an automoblle must be paid

a. by the company or individual selling the automeblle.

b. by the buyer when title registration is applied for and license plates are obtained.
¢. by financing these taxes along with the cost of the automobile.

d. prior to the end of the year in which the auto was purchased.

Automobile insurance rates are usually higher for males under the age of

a. 35. e 25,
b. 30. a 21

Comprehensive auto insurance covers the cost of

collisions with a driver who has no insurance.

collisions whure the other driver is at fauilt.

repairs for dainage caused by weather, theft, or vandalism.
damages resuiting from accidents where neither driver is at fault.

L

An LES received on approximately the 10tn of June would forecast amounts due for the current
month and cover your pay account for the

a. month of June. ¢. pay period from 16 through 31 May.
b. month of May. d. pay period from 1 through 15 June.

Blocks 29 and 30 of ti.e LES raveal

your rank and years of service.

forecast umounts due.

your marital stutus and number of dependents,
the amount of state and federal tax withheld.

asEe

information concerning a Marine's leave acoount is located hi Beetion D of the LES. Which sectioa
contains information about a Marine's entitiements, deductions, and payments?

a. Section B ¢. Section E
b. Section C d. Sectiot F

BEST COPY AVAILABLE
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6%,

7.

6s.

1t ia primarily the responaibllity of each Marine to

a. oconduct the annual audit of the LES.

b. seek assistance from the disbursing officer when an LES s incorrect.
e, ensure that data contained on the LES is correct.

d. ocontact the battalion first sergeant if an LES la incorrect.

If you have questiors or diseover errors on your LES, you should seek assistance from/at your

a, batteuon first sergeant. ¢ administrative office.
b. disbursing officer, d. disbursing clerk.

One purpose for utilizing blocks 29 and 30 on your LES is to determine the amount you are scheduled
to be paid during the current month. The other s to

6. know what amount of income to place in your budget.

b. ensure that you are scheduled to be on the payroll during the ocurrent month.

e, verity in advance of your next payday whether events which affect your pay account have been
properly accepted by the computer,

d. compare the amounts forecast for the current month with what you were paid last month.

In block 27 of a eurrent LES, the area entitled LV BF will reflect the number of days leave

6. which can be earned through your ECC,

b. d:normaneeomnmdomnmmdmperlod(pnﬂmm).
¢, taken in excess of that which can be earned theough your ECC.
d. esrned during the month covered by the LES,

P. Matching: Column 1 (items 69-72) lists four items from block 37 of the LES. Match the definition
provided in Column 2 with the correct item listed in Column 1. For each item, select ONE letter (a, b, ¢,
or d) indicating your choice. Blacken the appropriate box after the corresponding number on the answer

sheet

Value: 1 point sach

69,
70.

.

Column 1 Column 2

item Definition

MAX LV ACCRUAL a. The number of days leave due at the end of
the period covered.

EXCESS b. The number of days acerued leave in excess of
60 days dropped Aue to the change in fiscal
year,

LOST ¢, The number of days leave which ¢an be earned
through the current ECC date.

d. The number of days leave taken in advance of
that which ean be earned through the current
ECC date,
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G. Multidle Cholce: Select the ONE answer that BRST completes the statement or answers the question.
Blacken the appropriate box after the corresponding number on the answer shect.

Utllizing the following table for leave acerual comprtation, answer questions 73-76,

NUMBER OF AMOUNT OF

W LEAVE EARNED
Un y3

7 through 12 1.0 days

13 through 18 1.5 days

19 through 24 2.0 days

295 through 31 2.5 days

73. t?:wm that you entered active ssrvice on 11 June. Your leave acerual for the month of June would

a. 1.0 day. ' o. 2,0 days.
b. 1.5 days. d 2.5 days,

74. Assume that as of 31 August, your mmnt leave balance is 31.5 days and that your ECC date i5 17
June of the following year . Y to rotate from 3d F88G to Camp Pendleton, CA and plan on
taking 30 days leave prior reporting If you take no other leave and have no periods of
nonaccrual, your leave balance on the date o mECCwouube
a. 15,8 days due, 0. 3.5 days advance.

b. 16.5 days due. d. 5.0 days advance.

75. Assume that as of 31 March, your current leave balance {3 -16.0 days and that your ECC date is 13
November of the same year. On the date of your BCC, If you took no more leave and had no periods
of nonacci ual, your leave balance would be

a. 0.5 day due. ¢, 3.0 days due.

b. 1.5 days due. d. 5.5 days due.
76. Assume that a Marine's leave balance i5 1.5 days due as of 30 April. During the month of May, the
' mrnnwmmmmuﬁnﬂmmmthmS%?smay,u 19 May, and 21
mzsm The Marine was also on authorized ugh 2 May. The

leave balance as of 31 May would be
a. 'losm 0, 205“”“90
b. 2.0 days due. d. 0.0 days due.

77. Elements of pay such as subsistence allowance, sea duty pay, quarters allowance, varianje housing
allowance, and clothing maintenance allowance are examples of

a. one-time entitlements, ¢, one-time deductions.
b. ocontinuing entitlements, d. ocontinuing deduciions.
78. Bloments, of pay such as transportation checkages, clothing checkages, and government property
chockages are examples of
a&. one-time entitlaments. 0. one-time deduotions.
b. oontinuing entitlements. d. continving deductions.
79. The entitiaments added together in the first step of computing norm pay are
a. variable entitlements. ¢. oontinuing entitiements.
b. one-time entitiements. d. all entitlements.
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80.

1.

82.

83.

84,

85,

Pay computation which involves continuing entitlements and continuing deductions resujts in

8. norm amounts of pay due.

b. a change to forecast amounts due in black 29 of the LES,
¢. & change to forecast amounts due in block 30 of the LES,
d. variable amounts of pay due,

Delays may occur from the eﬂg&ﬁre date >f a pay transaction and the dute your pay actually
changes because transactic s are

a. seldom reported on & timely basis, ¢. only processed once a month.

b. on'y processed twice a month, d., only reported twice a month.

A pay element which can affect norm pay computation for more that one payday results from a

4. one-time deduction. ¢, midmonth variable.

b. one-time entitlement. d. end-of-month variadle.

For pay computation purposes, assume that your norm pay is $300 per payday and that you started &

$150 savings allotment effective next month. What should you expect to recelve as your norm
peynent from now on?

a, $225 e, $295
b. $250 d, $200
Assuming that you have been receiving a norm payment of $275 per payday and that you request an

advance pay of $600 to be repaid in six monthly installments, what would your norm pay be for the

6-month repeyment period? *

a. $22% c. $200

b, $176 d, $250

Assume that your current norm pay is $225 per payday and that you receive your norm pay on the

midmonth payday. On the 16th of the month, your disbursing officer processes a transaction charging
your account $175 for transportatior charges incurred while on emergency leave. What payments
should you expect to receive for the next two paydays?

8. $137 and $138 ¢, $50 and $225
b. $162 and $163 d.  $22% and $30

Total Points: 85
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STUDENTCOURSE CONTENT ASSISTANCE REQUEST

COURSE NUMBER COURSE TITLE DATE:
| name RANK MOS
l SOCIAL SECURITY NUMBER DATE:
COMPLETE MILITARY ADDRESS:
(INCLUDE RUC)
L UNITPHONE NUMBER (PLEASE FILL IN ADDRESS ON REVERSE SIDE) |

|

1. Use this form for any questions you may have about this course. Write
out your question and refer to the study unit, work unit, or study question
which you are having problems with. Complete the self-addressed block on
the reverse side. Before mailing, fold the form and staple it so that MCl's
address is showing. Additional sheets may be attached t0 this side of the
form. Your question will be answered promptly by aMarineNCO!|

MY QUESTIONIS: OUR ANSWER IS:

S$STD -1
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KI-RI4R DATE RECEIVED AT K11
OOURSE NUMBER COURSE TITLE

COMPLETE ALL PORTIONS OF SECTION 1
Sectaon 1. Srudent Identification

Rank Initials Last Name E —
= IT }

FULITARY ADORESS INSTRTIONS: Print or type name, rank,
and addvess clearly. Include 21p CODE.
Only Class 111 Reservists may use civilian
address

ZIP OO |

L T BT A

Section 2. OHECK THE APPROPRIATE BOX AND FILL IN THE APPROPRIATE SPACES.

FOR REGULAR ARD CLASS 11 RESERVE MARINES THIS FORM MUST BE SIGED BY THE COMIDING OFFICER OR
HIS REPRESENTATIVE, 1.8. TRAINING NCO.

3. [ brosian - piease grant an extension. R 1 SF oY
Will not be granted if already on extension.) 1. D
2.Dmawmmw-mmmm 2. meF__X__ L
. {Mew exsm will be sant
ntounmtmmadatltl} . ¢
J. REENROLIMENT - Smudent has course materials §. L
O (See para. 4003 of Vol. 3 of M. Cetalog —_—
for informaticn an veenrollment.) s. ¢
4. ] o/EROUE FDUL BXOM - last (Review) lesson 6. P
santan . Pleass send e, -

. [[] Please send new ANSWER SHEETS.

6. [ Please send missing course materials (Not
wncluded in course package.)

ispmons___ Manua) Otler
7. CJ OWNGE - Rank
foiad S e [TTATTTITTT
DATE QUMPLETED
8. [J onen luplmi_ OR.GINATOR CODE

Note: This form will not be

“returned by MCI. 3¢ request

is valid, transaction will SIGNATURE-TITLE OR RANK

ahow on next UAR of on (MIST BE CO OR REPRESENTATTVE)
®1-Rl_ form.

STUDENT: Detach and retain this pordion.

DATA REQUIRED BY THE PRIVACY ACT OF 1974
(5 U.8.C. 522A)

1. AUTHDRITY: Title 5, USC, Sec. J0l. Use of your Social Security Murber is suthorized by
Executive Ordar 9397 of 22 Nov 43,

2. PRINCIPAL FURFOSE: The Student Course Content Ascistance Reguest is used to tranamit infor-
maticr, cCOnCRITing student participation in M1 courses.

3. RUTDE ysE: This information is used by MCI personnel to research student imquiriss. 1n
sane cases information contained therein is used to update correspondence courses and individual
atudent records meintained by the Marine COrps Institute.

4. MNDATORY OR VOLUNTARY DISCLOSURE AND EFFECT ON DDIVIDUAL NOT PROVIDING INFORMATION:
Disclosurs 38 WIUrtAry. fFajlure to provide information may result in the provisjon of incamplete
service to your ingquiry. PFailure to provide your Socisl Security Mumber will delay the
proosssing 6f your assistance TUQUESt.
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